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The spring rush of conferences, meetings begins 


@ Pitfalls to guard against in electronic data processing 
@® “Electronic Environment” for management forescen at AMA meeting 


@ Four ways to establish a job evaluation plan for your office 
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the business 


the one and only typewriter with “proportional spacing” 


In today’s highly competitive business picture, 
the IBM “Executive” Electric can no longer be 
limited to “top echelons.” Every executive who 
represents your firm deserves and needs the 
“Executive’—to make his letters stand out, and 
to boost company prestige. 


Because the IBM “Executive” is the only type- 
writer with “proportional spacing,” it’s the only 
one that gives your letters the added distinction 
needed for really business-building results! 


ELECTRIC 


TYPEWRITERS 


| Other typewriters 


cram all letters 
jinto the same 
space, like this — 


IBM “proportional 
spacing” allows 
each letter its own 
natural space — 


For every executive in your firm whose letters must bring in 


to give you the world’s most distinguished letters! 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


—OUTSELL ALL OTHER ELECTRICS COMBINED / 
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1. Housewife selects carpet; dealer telephones Seattle sales office 


3.1 p.m. — warehouse in San Francisco receives order 


a Ae 


2. 12:58 p.m. — sales office sends order by teletypewriter 


i 


4. 4:30 p.m. — carpet loaded on truck, bound for Seattle 


How Bigelow-Sanford serves the nation from 6 warehouses 


Data processing via Bell System teletypewriter makes possible same-day shipment 


Now, 17 of Bigelow-Sanford’s sales offices can fill 
a local order almost as quickly as if a warehouse were 
in the same city—thanks to the Bell System teletype- 
writer service that ties them to stock centers. ° 


Orders received by 1 p.m. at any one of six ware- 
house service centers—San Francisco, Dallas, Chicago, 
Cleveland, Atlanta or South Hackensack, N. J.—are 
processed for same-day shipment. 


BELL TELEPHONE SYSTEM 


PRIVATE LINE TELEPHONE °* 
CHANNELS FOR: DATA TRANSMISSION 4 


Order handling is virtually automatic. Work output 
has increased four times. And branch offices get stock 
reports every hour. 


Integrated data processing may well make your 
own operation faster, more profitable. For infor- 
mation call your Bell Telephone Company business 
office. A representative will gladly discuss details. 


PRIVATE LINE TELETYPEWRITER 
REMOTE METERING AND CONTROL * 


TELEPHOTOGRAPH * 


CLOSED CIRCUIT TV 
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rn in efficiency and satisfaction fie from a an fatebeated, 


a ee planned, well executed general or executive office 

4 * they require skill in analyzing needs and expe 

ae Ye. _. ments. For years, Macey-Fowler has been er 
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and the 10-hey Natural Way Adding Machine, 


Woshine - Qehicow” Business 


Today the | 


elie 


is LDP 


IDP — Integrated Data Processing — is one automatic Friden 
office machine talking to another...and another and another... 
in a code language common to them all...straight through from 
data origination and interpretation to final filing. 

It is the functional flow of punched tape giving and taking 
orders. Tape enables even small and medium-size businesses to 
automatize repetitive figure-work routines...eliminating human 
errors and reducing time costs hugely. 

Friden is the leader in this new era of office efficiency because 
Friden creates the Tape-Talk machines that make possible the 
new automated systems. Only a few of these machines can be 
presented here. Many more Friden Tape-Talk units are available 
to meet specialized data integration needs. Individually, or as 
part of a system, each machine quickly pays for itself. 

To see for yourself how Friden IDP works—beginning with 
the famed Friden Calculator and Adding Machine — call your 
nearby Friden agency or write FRIDEN CALCULATING MACHINE 
Co., Inc., San Leandro, California . . . sales, instruction, service 


throughout U.S. and world 
© Friden Calculating Machine Co., Inc. 
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Frideu, Odd: Panel? 


is the 10-key adding and 
listing machine with tape 
Punch mechanism. A key 
IDP unit, the Add-Punch 
“writes” punched tape while 
Printing on adding machine 
tape. The punched tape can 
be interpreted by other sim- 
ilarly-equipped machines. 
Typical Add-Punch functions 
include recording of retail 
sales, sales audit, produc- 
tion and inventory control, 
and coding statistical data. 


Lhidenflopouniter? 


-++@nables even small and 
medium-size businesses to 
make their accounting auto- 
matic. Whatever is typed on 
a Flexowriter—an invoice, 
for example—is also re- 
Produced on by-product 
Punched tape. Tape can 
then be processed by other 
common language Tape- 
Talk machines at nearest 
IDP center. Flexowriter tape 
can also be used to actuate 
address plate embossing 
Machines, tabulating card 
Punches, computers, same 
or other Flexowriters. 


a 


is an IDP machine com- 
bining automatic writing 
and automatic calculating. 
Equipped with automatic 
tape punch and reader, it 
interprets and records both 
alphabetical and numerical 
data. Produces tape enabl- 
ing other machines to trans- 
fer data to Punched cards or 
accounting records; or data 
may be sent by wire to other 
offices. The Friden Compu- 
typer is widely used to sys- 
temize billing, inventory, 
cost analysis, sales distribu- 
tion, Statistics, other typing- 
computing operations. 


Fridon fully outtomatis, | 
| 


is the essential programmer 
in many IDP systems. Oper- 
ating alone or in combina- 
tion with other automatic 
machines, this famed Calcu- 
lator performs more steps 
in figure-work without oper- 
ator decisions than any other 
calculating machine ever ) 
developed. 


has 10-key patented key- 
board, Visible Check window © 
for accuracy. Models are ; 
available with or without 
automatic step-over of mul- 
tiplicand. Specialized adap- 
tations of the Friden Adding 
Machine actuate or are ac- 
tuated by IDP machines. 
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| There’s 

: i just one thing 

* i you can’t duplicate 
2 with 


Fe WEBSTER 
& DUPLICATING 
: SUPPLIES 


...the QUALITY 


Here Are Webster’s Six Clear Answers to 
All Your Duplicating Needs 


1. CARBON PAPERS 
Typewriter, pencil, pen, transfer, blue— 
print, billing 


2. SPIRIT PAPERS AND MASTER UNITS 
for both spirit and hectograph dupli- 
cating processes 

3. CARBON PAPER RIBBONS 
for correspondence, spirit duplicating, 
photo and offset work 


4. OFFICE MACHINE RIBBONS 
for every type of adding, accounting, 
tabulating and addressing machine 


5. TYPEWRITER RIBBONS 


ee for correspondence, record, offset, hec- 
Bo eae tograph, photo, blueprint 

oe 6. CARBON PAPER ROLLS . 

Soya for Teletype, Autographic Register, 
oe Elliott-Fisher, and Adding machines 
ee Plus ACCESSORIES 


Type Cleaner, Instrument Oil, 
Duplicating Fluid, Hand Cleaners 


Make it clear 
. you want 


WEBSTER’S 


At leading stationers everywhere 


F. S. Webster Co., 3 Amherst St., Cambridge 42, Mass. 
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Architect cites need for 

tenant-change formula 

A New York architect declared re- 
cently that a document, to form part 
of the lease, should indicate in detail 
exactly what the landlord’s and ten- 
ant’s cost of tenant-change work re- 
sponsibilities would be on changes and 
alterations in office space. 

Kenneth H._ Ripnen, addressing 
building owners and managers during 
the 29th annual meeting of the Middle 
Adantic Conference held in Absecon, 
N. J., said that a formula for the 
costs of tenant-change work, increas- 
ing daily as corporations expand and 
rent new office quarters, is the key 
to lasting good relations between 
landlord, tenant and architect. 

He pointed out that the mounting 
desire on the part of corporations for 
offices of functional and contemporary 
design engenders the many requests 
ior alteration and change work. 

“The installation of air condition- 
ing equipment and lighting in hung 
ceilings is common in today’s office 
modernization projects,” he said, urg- 
ing that details of this kind of work 
be carefully cost-accounted and _ that a 
responsibility for it be made clear to 
the tenant by the landlord. 

“Such a= formula in document 
form,’ he continued, “also clarifies 
the price per square foot in the rent- 
ing of office space so that there is 
a consistency and an understanding 
of the building owners and managers, 
or real estate brokers’ presentation of 
office space to the tenant. 

“Brokers must realize the impor- 
tance of a firm understanding of pre- 
cisely what the landlord’s responsibil- 
ities are when space presentations are 
made to a corporation so that good 
relations are maintained.” 

He referred to a_ tenant-change 
formula that was drawn up recently 
and used for the benefit of a corpora- 
tion client when moving offices into 
several floors of a new speculative 
building in which extensive tenant 
work was involved. ’ 

“It meant a very large saving to 
the client” Mr. Ripnen stated. 


Work measurement neglected 
NOMA survey finds 

At least three out of four companies 
in the United States make no attempt 
to measure the work of their clerical 
staffs, according to a recent survey 
by the National Office Management 
Association. Based on a representative 
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“[’'m sure another bank will be glad to accommodate you" 


“That’s all well and good,” Peterson’s 
thinking, “if there were any other banks.” 
But he’s been to them all. And no one 
wants to lend him the money. 


Yet his plant is full of orders. Substantial 
ones, too, considering its size. Trouble is, 
most of them are unfinished . . . still in- 
process. Result : a weak cash position. And, 
these days, bankers shy away from that 
kind of risk. 


Peterson should know about the Keysort 
Plant Control Plan! With just five fast, 
accurate PCP reports — 1 daily, 2 weekly, 
2 monthly — he could obtain complete man- 
agement control . . . could prevent this 
situation right in the office. 


PCP not only helps management plan in 
advance, it helps you as well. With a mini- 
mum clerical burden, you achieve greater 
reporting accuracy — flexibly, easily. Your 
office people simply punch pertinent daily 
information into the Keysort cards... 
Keysort them ...and summarize direct to 
reports. There’s no transcribing . . . no 
costly, time-consuming intermediate steps. 
Management gets needed information on 
time. And at remarkably low cost. 


The nearby McBee man has a presenta- 
tion which will show you how it’s done. 
Phone him, or write us for illustrated 
folder containing an example of all five 
PCP reports. 


® 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio ¢ Division of Royal MeBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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*“HERE’S WHAT WE MEAN BY. 


Harter Quality — 


i an a sere arenes 


DEEP, 
MOLDED 
FOAM RUBBER 


The seat is the first point of comfort in a chair and in the Harter C-1500 
you find that it is deep, molded foam rubber. Not just a thin sheet of 
rubber; not bonded scraps, but virgin foam rubber all the way through. 


Harter C-1500 
Executive Swivel Chair 


The construction of the seat is indicative of the quality you'll find in every 
detail of this fine executive chair. Welded steel construction, durable 
finishes and distinguished upholsteries assure long-lived comfort and 
good looks. They are the important reasons why more men have found 
comfort in the C-1500 than in any other office chair. Matching side 
chairs are available. Write for name of your nearest Harter dealer. 


Harter Corporation, 432 Prairie Street ¢ Sturgis, Michigan 
In Canada: Harter Metal Furniture, Ltd., Guelph, Ontario 


W HARTER 


'¢weee1es, @Bt_e aereas 


STEEL CHAIRS 
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sampling of 5000 companies, it is re- 
vealed that use of clerical work meas- 
urement increases, however, in direct 
proportion to the size of the company, 
Fifty-nine per cent of companies with 
more than 5000 employees use some 
form of work measurement; only 13 
per cent employing one to ten office 
workers do so. According to the asso- 
ciation, the basic problem ot operating 
office management is to see that em- 
ployees do an acceptable or outstand- 
ing job at the lowest possible cost. 
Work measurement systems determine 
relative productivity (efficiency) by 
comparative analysis. The survey was 
a preliminary study of Clerical Work 
Measurement, its frequency of use and 
methods, and further investigation is 
now being conducted by NOMA. 


NOMA moves headquarters 
to Abington, Penn. 


New headquarters offices of the Na- 
tional Office Management Association 
are now located in Abington, Penn., 
approximately 12 miles from central 
Philadelphia. The association reports 
that correspondence should be ad- 
dressed to its post office address in ad- 
jacent Willow Grove, Penn., and tele- 
phone calls directed to Willow Grove 
4300. Visitors’ address is 1927 Old 
York Road (also designated as Route 
611) in Abington. 


Skyscraper center planned 
in midtown New York 


Negotiations for a giant multi-unit 
skyscraper center, costing well in ex- 
cess of $100,000,000 and planned for 
a three-square-block area in midtown 
Manhattan, are entering final stages. 
and agreement on most of the major 
details has been reached, Arthur Col- 
lins, president of Collins, Tuttle & Co., 
has revealed. 

The center, planned by the Alfred 
I. Du Pont Estate of Florida, has been 
under active discussion for the past 
several months by George Alpert, 
president of the New York, New 
Haven and Hartford Railroad, and 
Collins, Tuttle, which is acting as 
broker. As conceived by architects 
of the Du Pont Estate, the center 
would consist of five buildings, pro- 
viding almost 5,000,000 square feet of 
modern office and retail space. 

The buildings, which would be of 
modern slab tower design with large 
landscaped garden areas, would in- 
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In the largest 
cities—and in the 
smallest villages, 
too—Nekoosa 
Papers are serving 
American business 
with a complete 
line of papers for 


every office and whcs 
every office use. a 
Thousands of <> 
printers can supply 

them ... more than ee 
135 Nekoosa S 


Paper Merchants 
distribute them. 


NEKOOSA-EDWARDS ao 
PAPER COMPANY “s 
Port Edwards, Wisconsin 


coast to coast... 


Nekoosa Manifold 


Nekoosa Bond * Nekoosa Ledger e Nekoosa Duplicator * Nekoosa Mimeo 
and companion ARDOR Papers 


Nekoosa Offset . Nekoosa Opaque e Nekoosa Master-Lucent - 
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Copies business facts and figures as fast 
as you Say, “No chemicals or negatives.” 


All-new and All-Electric! This modern, newly styled 
THERMO-FAX "“‘Secretary’’ Copying Machine gives you 
copies of letters, statements, orders, invoices and other 
business data right when you need them. You make copies 
in 4 quick seconds for as little as 
5¢ each. All-Electric machine 
eliminates chemicals, negatives 
and special installations. And 
now you get all these exclusive 
advantages of the only dry proc- 
ess copy maker for just $299.00*. 
Send coupon below for details. 


‘jThermo fai 


COPYING PRODUCTS 


in 4 seconds | 


ODUCT 6, 


e * *Suggested retail price. 
“J 
Gy: Theterms THERMO-FAX and SECRETARY are trademarks of Minnesota Mining & Mfg.Co., St.Paul 


?enmece 6, Minn. Gen. Export: 99 Park Ave, New York 16, N. Y. In Canada: P. 0. Box 757, London, Ont. 


proctor _-— 


Minnesota Mining & Manufacturing Company 
Dept. KN-47, St. Paul 6, Minnesota 


I 

| 

Send full details on the cost-cutting new THERMO-FAX “Secretary” 
| Copying Machine. 
| 

| 

| 

| 

| 


Name 


c 


rv LA 


Address 


eT 


clude a main structure of at least 
30 stories in height, flanked by two 
20-story structures on the square biock 
to the north and two similar buildings 
on the block to the south. The main 
building, which will be started first, 
will contain approximately 1,550,000 
square feet, making it one of the larg- 
est postwar office buildings in New 
York City. 


In Short— 


Education grants of more than 
$50,000 made by Maytag Foundation 

More than half of the $88,059.22 in 
contributions made during 1956 by 
the Maytag Co. Foundation, Inc., 
represented educational grants, foun- 
dation trustees have reported. The 
grants totaled $50,484.22, or 58 per 
cent of all contributions for the year. 
Foundation funds are received from 
the appliance manufacturing firm of 
the same name in Newton, Iowa, and 
grants totaling almost $250,000 have 
been made since the foundation’s in- 
ception four years ago. 


Cartmell acquires consulting practice 
of Harold C. Pennicke 

N. Madison Cartmell and Associ- 
ates, management consulting firm of 
New York City, has acquired the 
professional practice of the late Har- 
old C. Pennicke, former management 
consultant to insurance and other or- 
ganizations. Mrs. Pennicke has _be- 
come an associate with the Cartmell 
firm. 


Ten office supplies firms win 
Excellent Management rating 

Ten well-known manufacturers of 
office equipment were among the 410 
winners of the American Institute of 
Management’s rating of Excellent 
Management for 1956, the AIM an- 
nounced recently. These firms are: 
American Bank Note Co., Minnesota 
Mining & Mfg. Co., The Standard 
Register Co., Pitney-Bowes, Inc., Na- 
tional Cash Register Co., Internation- 
al Business Machines Corp., General 
Fireproofing Co., Burroughs Corp., 
Addressograph-Multigraph Corp., and 
Sperry Rand Corp. 


NRMC inaugurates new management 
consulting service 

Formation of Naremco Services, 
Inc., a management consulting service 
organized to aid industry and govern- 
ment’ reduce mounting paperwork 
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The J-M Sanacoustic ceiling in the Ohio Fuel Company office in 
Columbus, Ohio, effectively muffles the noise of business machines. 


Architects: Karlsberger, McClellan & Gallogly. 


because Johns-Manville Acoustical Panels reduce disturbing noise 


‘ NEW BUILDINGS OR OLD, busi- 
ness, industry and institutions depend on 
modern acoustical materials to achieve 
maximum efficiency. Johns-Manville of- 
fers a choice of highly efficient sound- 
absorbing materials for every need: 

J-M Sanacoustic” Panels — perfo- 


rated metal panels backed with a fire- 
proof, highly sound-absorbent element. 


The sanitary, white baked-enamel finish 
is easy to clean, may be repainted. 


J-M Fibretone® Panels are available 
in Uniform, Random, and Variety-drilled 
patterns. Hundreds of small holes act as 
“noise traps.”’ Panels are factory-painted 
white, need no further treatment. Also 
available with a flame-resistant finish. 


J-M Permacoustic® Panels —com- 


bine maximum efficiency with handsome 
fissured surface. Made of mineral wool 
to meet all fire-safety requirements. 


Send for your free copy of the new 
brochure entitled ‘Sound Control.” 
Write today to Johns-Manville, Box 158, 
Department OM, New York 16, New 
York. In Canada, write 565 Lakeshore 
Road East, Port Credit, Ontario. 


See “‘MEET THE PRESS” on NBC-TV, sponsored on alternate Sundays by Johns-Manville 


45 years of leadership in the manufacture of acoustical materials 


tt 


Johns-Manville 


J-M Fibretone 
Uniform-Drilled 


APRIL 1957 


J-M Fibretone 
Random-Drilled 
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costs, has been announced by Robert 
A. Shiff, president of the National 
Records Management Council. Na- 
remco will operate as a wholly-owned 
subsidiary of NRMC to extend the 
Council’s research and _ educational 
services in paperwork control by pro- 
viding practical assistance to “paper- 
bound” management. Naremco, Mr. 
Shiff added, will draw upon the 
Council’s research and experience in 
“integrated paper control.” The key- 
stone of its action program is a Paper- 
work Audit which scientifically meas- 
ures the amount and quality of paper- 
work, detects waste areas, and blue- 


prints solutions for greater efficiency 
and lower costs. 


Offices can reduce expenses in 
new quarters, builder declares 
Cost<onscious business firms seek- 
ing increased net profits this year can 
be aided substantially by long-term 
leases in new modern skyscrapers, 
Norman Tishman, president of Tish- 
man Realty & Construction Co., Inc., 
of New York, declared recently. “Full 
year-round air-conditioning, scientific 
utilization of space, superior tenant 
conveniences, enhanced company pres- 
tige and opportunities for closer-knit 


New, Low Cost, Automatic 
Mailing Machine 


CUMMINGTON CUTS MAILING COSTS ON: 
UTILITY BILLS * PREMIUM NOTICES 


DIVIDENDS - 


STATEMENTS ° 


PAYROLLS 


HANDLES PUNCHED CARDS, END FOLDS, ETC. IN A WIDE 
VARIETY OF SIZES. The Cummington Mail Inserter elimi- 
nates time consuming, manual stuffing and sealing of envelopes. 
COSTS LESS TO BUY — LESS TO OPERATE. Buy only as many 
stations as you need for your system. The Cummington Mail 
Inserter is available in one through six station models and 
is priced according to number of stations. Can pay for itself 


within a year. 


Automatic postage meter may be attached. 


CUMMINGTON CORPORATION 
718 BEACON STREET, BOSTON 15, MASSACHUSETTS 


Mail coupow today. 1 


COMPANY. 
ADDRESS 


Pewee ee eee 
CUMMINGTON CORPORATION 


718 Beacon Street, Boston 15, Mass. a 
Please send Bulletin OM2 a 
AME TITLE ' 
{ 

Ee ZONE... STATE... 
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operations far outweigh the small in- 
itial rent differential between old and 
new office buildings,” he said. In em- 
phasizing the advantage of a com- 
pany’s being able to consolidate ex- 
panding business activities under a 
single roof, Mr. Tishman pointed up 
the benefits of “greater speed and 
efficiency in interdepartmental activ- 
ity, and less confusion for customers 
seeking different scattered company 
units.” 


Books and Pamphlets 


The Office in Transition, by Esther 
R. Becker and Eugene F. Murphy. 
Based on the experiences of offices 
in which the transition from former 
procedures to the new techniques of- 
fered by automation has proved  suc- 
cessful, this book details the problems 
—both human and_ technical—which 
may arise in the course of introducing 
automation. Among topics discussed 
are the meaning of office automation; 
the punched card, computer and in- 
tegrated data processing approaches to 
automation; procedure analysis and 
standardization of work methods; the 
“job description” for the computer; 
designing and controlling forms; pre- 
paring people for mechanization, and 
‘human relations during the decision- 
making period. Two additional chap- 
ters investigate the future of white- 
collar unionization and the “new 
status” of management. Miss Becker 
now serves as an instructor in man- 
agement courses at Rutgers Univer- 
sity, and Mr. Murphy is a consultant 
on office automation and _ teacher. 
Harper & Brothers, 49 E. 33rd St., 
New York 16; price, $3.50. 


How to Write Business Letters, 
Fourth Edition, by Earle A. Buckley. 
Mr. Buckley’s book, a best-seller in 
its field for twenty years, is designed 
to aid persons in all types of business 
write friendly, productive letters. Sales 
and other types of business letters are 
discussed, each with a step-by-step 
treatment of opening, body and close. 
Chapters on motives which make peo- 
ple act, special letter problems, differ- 
ent kinds of prospects, testing, mis- 
takes to avoid, and everyday dictated 
letters are included. The author is 
president of Buckley Organization, an 
advertising agency, and a specialist in 
direct mail. Price, $4; McGraw-Hill 
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MARATHON CORPORATION 


“NATION'S LEADING PRODUCER OF PAPER PRODUCTS 
FOR FOOD PACKAGING AND HOUSEHOLD USE.” 
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“Yfaliondal Accounting Machines save us $20,000 a year... 
return 67% annually on our investment!’ _waratHoNn CORPORATION, Menosho, Wis. 


“Research is the key that keeps our Company 
ahead in the rapidly expanding pulp, paper, 
and paperboard industry. 

“Because Marathon is ‘many businesses in 
one,’ our accounting requirements are com- 
plex. After a thorough research, we decided 
upon Nationals to meet our particular ac- 
counting needs. 

“National Accounting Machines save us 


$20,000 a year, returning 67% annually on 
our investment. 

“We use Nationals for control of Payroll, 
Accounts Payable, Distribution and General 
Ledger. Their versatility is amazing. We plan 
to adapt their facilities to produce even 
greater savings.” 


cee 4 KEebous- 


Controller, Marathon Corporation 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 
989 OFFICES IN 94 COUNTRIES 


APRIL 1957 
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In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show how 
much you can save—and why your 
operators will be happier. 


TRADE MARK REG. U.S. PAT. OFF. = 
Oalional 
ACCOUNTING MACHINES 
, ADDING MACHINES « CASH 
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Book Information Service, 327 W. 41st 
St., New York 36. 


Proceedings of the 20th Anniversary 
Time and Motion Study and Manage- 
ment Clinic. Featuring complete trans- 
criptions of talks by top leaders of 
labor, management and government 
on various topics as presented during 
the clinic, sponsored by the Industrial 
Management Society last Autumn in 
Chicago, this report includes 112 
pages on time study, motion econ- 
omy, methods, work simplification, 
plant layout, production control, wage 
incentives, maintenance, and job eval- 
uation. The report also features charts, 
forms and illustrations. Published by 


the Industrial Management Society, 35 
E. Wacker Drive, Chicago 1, the book 
retails at $5. 


Factors in Effective Administra- 
tion, by Charles E. Summer, Jr. This 
286-page study represents the com- 
bined thinking of teachers of adminis- 
tration at 20 universities. Conclusions 
of the report indicate that certain 
systems of knowledge, most of which 
have been developed within the past 
10 years, are emerging to improve ex- 
ecutive effectiveness. For each of the 
following areas, the report analyzes 
the more specific knowledge, attitudes 
or abilities involved: Processes of ad- 
ministration; integration of operating 
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CRAMER POSTURE CHAIR COMPANY, INC. 


Dept.OM-47,1205 Charlotte, Kansas City 6, Mo. 


MATCH PLAY 


in modern office chairs 


man sized... ~/ 


New tilting-type swivel base 
chairs and side chairs to 
match, with or without arms... 


Matched chairs with a modern massive feel, engineered 
to keep the modern man comfortably alert throughout 
the business day. Renowned Cramer construction qual- 
ity, with all four models foam-cushioned and fitted with 
removable covers, and adjustable-tension tilt mechanism 
on easy-action swivel base chairs. Ask your dealer to 


CHALLENGER 


man-sized chairs 


Write for Helpful FREE BOOKLET, “How to Choose Office Chairs for Today and for the Future” 
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functions; organizational — behavior; 
human relations; social responsibility 
of organization leaders; decision-mak- 
ing methods, and quantitative instru- 
ments of decision-making. The re- 
search was carried out under sponsor- 
ship of the Academy of Management 
and the Samuel Bronfman Founda- 
tion; Mr. Summer, research associate 
at the Columbia Graduate School of 
Business, conducted the study. Price, 
$3.25; Graduate School of Business, 
Columbia University, New York. 


People in the News 


H. Richard McCamant has been ap- 
pointed director of personnel, General 
Services Administration Division, 
Washington, D. C. 

Addison R. Taylor has been elected 
treasurer and director of Mohawk 
Business Machines Corp., Brooklyn, 
N. Y. H. A. Snyder has been elected 
controller of the company. 

Three vice presidents and a treas- 
urer have been elected at Eagle Pencil 
Co., New York. New vice presidents 
include E. Albert Berol, David E. 
Price and Rolf J]. Thal, who is also 
general manager. Kenneth R. Berol is 
the company’s new treasurer. 

Thomas Holton Casson has been 
named vice president for finance and 
controller of The Teleregister Corp., 
Stamford, Conn. 

John R. LaCasse has been elected 
treasurer of Remington Corp., Au- 
burn, N. Y. 

Robert E. Todd has been appointed 
manager of professional employment 
for the ElectroData Division of Bur- 
roughs Corp., Pasadena, Calif. 

Daniel R. Mason has joined the 
firm of John Diebold & Associates, 
Inc., New York, as manager of the 
Data Processing Installation Division. 

Robert F. Dick has rejoined the 
firm of George Fry & Associates, Chi- 
cago management consulting firm, 
and has been appointed executive vice 
president in charge of the firm’s 
Eastern operations. 

Calvin Kytle has been appointed 
director of personnel at Nationwide 
Insurance Co., Columbus, Ohio. 

Dr. Dwayne Orton, educaticnal 
consultant for International Business 
Machines Corp., New York, and edi- 
tor of Think magazine, has been 
elected president for 1957 of the Coun- 
cil for International Progress in Man- 
agement. 


OFFICE MANAGEMENT 
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SURE OF SCORE AT 19th HOLE 


ATLANTA, GA. 


Members of the renowned East Lake Country Club don’t 
look quizzically at their monthly bills and reach for the 
phone. The chits they sign either at the club or downtown at 
the parent Atlanta Athletic Club are photographed in a 
Recordak Microfilmer and mailed out with the bills. 

This all but ends questions about charges—frees the girl 
who used to be glued to the phone for two weeks after bills 
went out. And it cuts costs and speeds up the billing opera- 
tion, too—no need, now, to list dates and describe charges 
on bills. 

This billing short cut is also cutting costs for all types of 
business with charge accounts— retail stores, dairies, oil and 
telephone companies, to name just a few. 


bad 


. 22 ye e 
SAVES BY MICROFILMING CHECKS FOR CHICKS 


CHICAGO, ILL. 


The Forrest Poultry Company saves at least two hours a 
day by microfilming incoming checks from customers. 

This did away with the handwritten check register and a 
5-item description of each check. And it gets checks into the 
bank the same day they are received. 

Proof again that even the simplest transcription jobs are 
costly when compared with Recordak Microfilming. You can 
get a Recordak Microfilmer to match your needs which will 
photograph from 40 to 500 items a minute. 


APRIL 1957 


Short cuts with Recordak Microfilming 


Latest reports on how this low-cost photographic process is simplifying routines 
for more than 100 different types of business . . . thousands of concerns 


For More Information From Advertisers Use 
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TAKES RISK OUT OF CHECK CASHING 


ROCKFORD, ILL. 


A liberal check-cashing policy can boost your business. 
And it needn’t be a risky headache. 

At latest count 25 markets of the Piggly Wiggly Midwest 
chain were using low-cost Recordak Microfilmers to cut red 
tape for customers, and to protect against lost or stolen checks. 

New Recordak ID Microfilmer takes a picture of the check 
casher as well as his check and identification—all for 4¢! 
Low-cost insurance that discourages the most wily “Bad 
Check” artist. This new microfilmer—which sells for $775 or 
rents for $25 per mo.—can be used most profitably by even 
small stores, auto-rental agencies, liquor dealers, colleges, 
plant security and police departments, and others wanting to 
play it safe with low-cost identifications. 


VALUABLE 
FREE BOOKLET 


It will pay you to read 
“Short Cuts that Save 
Millions.” Shows how 
routines like yours have 
been simplified . . . how 
Recordak Microfilmers 
give you up to 80 pic- 
tures for 1¢. 


Prices quoted subject _ 
to change without notice 


SRECORDRK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 
and its application to business 


etereeeeeeees MAIL COUPON TODAY «+s 


. 
pe RECORDAK CORPORATION F-4, =! 
e (Subsidiary of Eastman Kodak Company) e 
¢ 415 Madison Avenue, New York 17, N. Y. . 
: Please send free copy of “Short Cuts that Save Millions.” ef 
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Customers and agents for Gardner-Denver pumps 
and compressors are located throughout the world. 
With nine manufacturing plants and 48 branch of- 
fices in the United States, Canada and foreign 
countries . . . keeping accurate records which are 
immediately accessible is extremely important. 


Contract information, details of orders shipped, 
price quotations, important correspondence . . . they 
all have to be found at a moment’s notice. 


That is why five years ago the Gardner-Denver 
Company selected the Airline System of Indexing. 
Wabash Filing Supplies, Inc., manufacturers of the 
Airline System, tailored the installation to meet ex- 
acting needs of Gardner-Denver. Special name guides 
were made to facilitate fast filing and finding. 


Office manager E. H. Schelp says: “The Airline 
System by Wabash is neat and easy to handle 
—a definite improvement over our old filing 
system! Files are easier to transfer, too.” 


4 


may come from an 


neces Gardner-Denver Company rinw 


VITAL SALES INFORMATION IN SECONDS... 


Throughout the day, requests for vital informa- 
tion are received at Gardner-Denver’s switch- 
board, TWX and telegraph machines. Requests 


part of the globe. 


NDEXING 
ye a 


. 


As soon as Kenargen Stationers (Wabash dealer 
in Quincy, Ill.) installed the Airline System, there 
was a noticeable improvement in the efficiency of 
the central filing department. Urgent requests for 
information were handled in only seconds—thanks 
to the Wabash Airline System of filing and finding! 


Supervisor of Gardner-Denver’s central files, 
Miss Lile, says: “There is no comparison as far as 
neatness, simplicity and efficiency are concerned. 
We have never had a filing system that is as good 
as Wabash’s Airline!” 


The step-by-step pictures below show how 
Gardner-Denver uses the Airline System to save 
time and money. Wouldn’t you and your company 
like to save filing time and money too? See your 


Wabash dealer soon. 


Distribution of urgent requests for filed material 
is made immediately by supervisor in charge. 


Chief file clerk (right) handles request fot 
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FOR THE ANSWER 


to YOUR 


FILING PROBLEMS... 


ask your Wabash Nau! 


Consult your telephone directory for the name 

and address of your local Wabash dealer who sells the 
Airline System of Indexing. Or write Wabash Filing 
Supplies, Inc., 386 South Wabash Street, Wabash, Indiana. 


Unique “L” shaped file arrangement lets all four file 
clerks work with ease at Gardner-Denver’s central 
files in Quincy, Illinois. 


Girls find filing and finding of files much easier with 
“high visibility” special name guides. 


Airline System of Indexing tells file clerk where to look 
for needed information. Clerk is making out-slip for 
material withdrawn from file. 


Getting material out of file is only part of the job. 
Route slip must be made so that information will 
get to correct destination. 


Central filing has done its job. In only a matter of seconds since 
request was received by teletype, central file has found the needed 
papers, and has delivered them to sales department for proper follow-up. 
When sales department has finished, papers will return to file immediately. 


tae 


Poeeeeeseesesesece 


386 South Wabash Street 
Wabash, Indiana 
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The Olivetti Audit 202 offers a simple way to perform a 
wide range of accounting tasks. Its unusually versatile 
control unit can hold 4 distinct accounting programs 
(say, accounts receivable, accounts payable, payroll, and 
stock record), each instantly available at the touch of a 
lever. Completely automatic, this high-speed dual- 
register machine requires no specialized operator. It 
provides many features usually found only in higher- 
priced machines. The guarantee period is one year, 
instead of the usual 90 days. 


Do you also know Olivetti’s four other accounting and 
bookkeeping machines? Or Olivetti’s single and double 
register printing calculators? Electric, standard and 
portable typewriters? Hand, electric and duplex adding 
machines? Remarkably efficient and dependable, they 
require a minimum of maintenance; service and spare 
parts are quickly available through dealers in 48 states, 
and through branch offices in New York, Chicago and 
San Francisco. Olivetti Corporation of America, 580 
Fifth Avenue, New York 36, New York 


For More Information From Advertisers Use Readers' Inquiry Coupon on Last Page 


ae be < ) = ; 


olivetti 


OFFICE MANAGEMENT 


@2@060 


Be ee Ge 


& “ ‘ 
ssi | 
oe 
age 
sl - Pe te -—— 
AS ee ee eg 
st c He ; ee ~ : ‘ x — 
, blaree = SEE | 
g , a : | Exe 
(OEE —es 5 
pn a pee ; : a Rese 
Fae PMc. ” a eae 
: TS case ce t : ae Spoi 
se i i H  * | vers 
oe gs ee * v =. | Hor 
7% Tn 
= a — a "RS yo a 
ee, ee , . - ae Mi a an . 
ied an Py a “ae | Roc 
vt Ti Pe — of : - Spe 
aN ect ye; Z i. . 
ates - Z ef oe tion 
; | oe * £ eae | 
ae 4" Pee aa/ Of Ce. RSI 
a Nie a te 2 Bes ee ; Spc 
~ ? sae ee dur 
2 : 
Re > Ae) Ho 
t 
* 
ay rs 
See AM 
ra Apt 
om | Spe 
ae’ > os 
Fi, | cla 
335 ee 
a | AL 
ate ahd Va 
% Sp 
a ¥ 
$4 ‘ coL 
% U. 
x € ar 
ae * z 
= ; & Sy 
& Fs € tio 
= @ # e Sp 
Pele Ce 
8 Pe 2 
ae Pl 
i @82820020e8000 | 
; Hh ; aS -_ - - ss, AS 
7S es : , 
ye ne ee ss Be 4 Be hh 4 oe 4 Ay 
i e® ®@ © & i © © © « S} 
ie #8 & ne 
ee 
| » €9s€@€€¢:3 i 
—— 606 & e . 
ie gi 
eis @® @eeeeeeeese : 
5 #5 
Ry 7 se | o 
a ie ad N 
> ra ; § 
me & ee, | 
fate ita SC 
hae 2: “a 
* as C 
ahi, i a % S 
a? <8 ‘ 
ie. Re \ 
Pe. \ Rs 
‘. ca 
3 ay 7 
igi oe = 
ee eee ; 
ns aa ‘a I 
es edt ue 
cen 
a | 
eee, a 
i a Pata pho 
ie = = 
ve : 
at z 
“ os a iii : Wigan as. —_ Pee oa ’ asia > calles : na) ee. an 4 a 
ai a ee ee a Te La ae 3 eee Wii VO I<. | Se 3 A ee 


Coming Events 


Executive Conference on Operations 
Research. Chicago, April 1-2. 
Sponsor: University College, The Uni- 
versity of Chicago. Place: The Palmer 
House. 


Microfilm Meeting and Convention. 
Rochester, N. Y., April 1-3. 


Sponsor: National Microfilm Associa- 
tion. Place: Sheraton Hotel. 


RSPA Meeting on “Management Con- 
trols over Equipment Utilization.” 
Chicago, April 2-4. 

Sponsor: Railway Systems & Proce- 
dures Association. Place: Morrison 
Hotel. 


AMA Finance Conference. New York, 
April 10-12. 

Sponsor: American Management Asso- 
ciation. Place: Roosevelt Hotel. 


AIA Council Meeting. Hot Springs, 
Va., April 13-18. 

Sponsor: American Institute of Ac- 
countants. Place: The Homestead. 


U. S. World Trade Fair. New York, 
April 14-27. 
Place: New York Coliseum. 


Symposium on Systems for Informa- 
tion Retrieval. Cleveland, April 15-17. 
Sponsors: Western Reserve University; 
Council on Documentation Research. 
Place: Western Reserve University. 


ASPAC Conference. Richmond, Va., 
April 22-24. 

Sponsor: American Society for Person- 
nel Administration. 


SAM 12th Annual Management En- 
gineering Conference. New York, April 
25-26. 

Sponsor: Society for Advancement of 
Management, Inc. Place: Hotel Statler. 


AMA Office Management Conference 
on Systems Planning and _ Control. 
New York, April 25-26. 

Sponsor: American Management As- 
sociation. Place: Roosevelt Hotel. 


CIA Western Conference. San Fran- 
cisco, April 25-27. 

Sponsor: Controllers Institute of Amer- 
ica. Place: St. Francis Hotel. 


British Industries Fair. Birmingham, 
England, May 6-17. 
Place: Castle Bromwich. 


AMA Spring Insurance Conference. 
New York, May 8-10. 

Sponsor: American Management As- 
sociation. Place: Hotel Statler. 


APRIL 1957 


ON REVIEWING again the ar- 
ticles that appear in our 1957 Year- 
book issue, which came out last 
month, we are struck with the way 
the various fields which are of in- 
terest to the office—systems, auto- 
mation, personnel, are blending into 
one, the way the problems in each 
field are interrelated with the prob- 
lems in the others. 


IN OTHER WORDS, “no man 
is an islande” in the business world 
today. Specialists are needed, cer- 
tainly, but the most valuable spe- 
cialist is the one who can see his 
own field in relation to the other 
fields with which it must mesh. The 
personnel man who knows nothing 
of automation is not as well pre- 
pared for the future as the one who 
understands the new concept, and 
is anticipating the effect it will have 
on his own field, his own specialty. 


IN A WAY, as our tools and tech- 
niques become more complicated, 
our problems become, not simpler, 
but more similar to those faced by 
executives of an earlier generation. 
Then the central office and those 
responsible for administering it con- 
cerned itself with everything affect- 
ing the company; then the man in 
charge had to be personnel admin- 
istrator, systems planner, account- 
ant, and general expert. With the 
growth of offices, and the trend 
toward departmentalization, _ this 
type of executive faded away, to be 
replaced with the specialist. But 
today, the pendulum is swinging 
back. The specialist must be a little 
more than that; he must also have 


Show. 


Central New York Business 
Syracuse, May 8-10. 

Sponsor: Syracuse Chapter, National 
Association of Cost Accountants. Place: 
Onondaga County War Memorial. 


AMA Personnel Conference (on Col- 
lective Bargaining). Chicago, May 13- 
14. 

Sponsor: American Management As- 
sociation. Place: Drake Hotel. 


the broad viewpoint and _ broad 
knowledge of his predecessors of a 


generation or two ago. 


AND PERHAPS even a bit more 
will be required. Today, we see 
more and more evidence that not 
only are the various separate fields 
that make up the office merging and 
blending into each other, but that 
the line of demarcation between 
office and production line is_be- 
coming less distinct. The lead ar- 
ticle in the Yearbook spoke of 
“company automation” as the goal 
of the future rather than just office 
automation or factory automation. 
That viewpoint was expressed again 
at the recent AMA electronics con- 
ference by Dr. Elmer W. Engstrom 
of RCA, when he said that we are 
on the way to automation as a com- 
plete system, taking into account the 
whole process from raw material to 
consumer. (See story, p. 27) 


THIS TREND is today barely per- 
ceptible but it is distinct enough to 
be a trend—and one that will 
eventually have tremendous effects 
on the way we do our work, As 
such, it poses a serious challeng= 
to every executive today—and a 
golden opportunity too, for those 
who foresee the future pattern, the 
demands it will make—and prepare 
to meet those demands. 


Vaober> (1 Sar. 
Editor 
Robert Beeman, Managing Editor 
Thomas V. Murphy, Editor-in-Chie} 
Geyer-McAllister Publications 


AIIE 8th Annual National Conference 
and Convention. May 16-18. 

Sponsor: American Institute of Indus- 
trial Engineers, Inc. Place: Statler 


Hotel. 


CIA Eastern Conference. Rochester, 
N. Y., May 16-18. 

Sponsor: Controllers Institute of Amer- 
ica. Place: Sheraton Hotel. 


(To page 40) 
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There’s safety in the shine 


if there’s Du Pont Ludox® 
in the floor wax 


Her hurried steps across highly polished floors are safer steps 
because there’s “Ludox”— Du Pont’s anti-slip ingredient — 
in the floor wax. Tiny, transparent “Ludox” spheres in 
the wax exert a “snubbing” action on every footstep 
... arrest the foot’s forward motion... give 
the foot positive traction. 

Have your maintenance man insist 
on a floor wax that combines safety 
with gloss and water resistance — 
a floor wax properly formulated 
with Du Pont “Ludox.” E. I. 
du Pont de Nemours & Co. 
(Inc.), Grasselli Chemicals 
Dept., Wilmington 98, Del. 


For safety underfoot, 
specify floor waxes containing 


LU DOX" 


COLLOIDAL SILICA 


Better Things for Better Living 
...through Chemistry 
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“In Chicago, Philadelphia, Houston, Cleveland or Atlanta, a new office 


impending doom on the windows of one middle-aged landmark after another, 
an ordinary 30-story tower makes about as much stir as any routine birth 
announcement. 

“What is happening in New York is less an expansion than an explosion 
of office space. The 40 million sq. ft. added or about to be added represents 
more than a 40% increase of the city’s office space at the war’s end. The 
increase alone represents more office space than the total in any other U. S. 
city. Or, put another way, it equals all the new office building in all the rest 
of the country put together and then ‘half as much again... ” 

New York long ago became the office capital of the nation which evolved 
the modern office and demonstrated to the world the indispensability of office : 
efficiency in the advance of practically all economic endeavour. The boom ol 
which Forum writes of is, Office Management believes, symbolic not only of est 
New York’s and the nation’s continuing prosperity but of American faith in 
the steadily increasing amportance of the office as a potent center of direction 
for practically every form of productive activity. 


oe 
editorial 
Symbolic boom 
~ 

{ va) 

. A FEATURE in last month’s Architectural Forum presented some very Meme, 
impressive facts under the heading “New York’s Office Boom”, testifying to ‘ie 
the extraordinary rise in new office space there in the past few years. ae 

tower is news”, the Forum article begins, “But in New York, with 64 pos: 
war office ‘buildings already up, 20 under construction and the white X’s of 
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Practical pitfalls ~ cuard against 


in electronic data processing — 


In theory, electronic data processing offers very obvious 


advantages in many applications, but even in well planned 


installations, many practical problems remain— 


by Ben Conway 


Management Advisory Service, Price, Waterhouse & Co., New York 


IN GQUR ACCEPTANCE of the fact 
that electronic data processing equip- 
ment has definitely “arrived,” that it 
is useful in business applications, and 
indeed, in some cases where it has 
been installed, has already become in- 
dispensable, we are inclined all too 
often to gloss over some of the very real 
difficulties such installations still pre- 
sent, 

Management has become aware, 
through some horrible examples, of 
the fact that a computer simply can- 
not be ordered and installed like a 
typewriter; that it involves a great deal 
of advance planning and _ thinking; 
that it usually calls for some very fun- 
damental revisions of the way in which 
the company does its work. This ap- 
plies even in those instances where the 
computer is being used as a high speed 
machine handling one phase of the 
company’s work, rather than as a cul- 
minating machine to which all roads 


CUSTOMER MASTER 
FILE_TAPE 


an ob 
QW QD 


lead, the center of a true integrated 
data processing system. 

There is still a wide divergence be- 
tween the theory and the practice of 
using electronic data processing equip- 
ment in commercial applications. 
Theory has generally tended to stress 
the more obvious advantages of the 
equipment (speed, accuracy, work ca- 
pacity) while the difficulties have been 
underestimated or neglected entirely. 

An example lies in a field where 
much has already been done, where 
major procedural patterns have been 
pretty well worked out. Theoretically, 
in such an area, electronic data process- 
ing should offer no problems at all. 
Yet relatively simple as the problems 
that arise may be, and in spite of the 
fact that the overall steps for electronic 
data processing operations have been 
worked out long since, there are still 
practical difficulties which hinder the 
effectiveness of the operation. 


Master file tape or previous cards produce meter reading cards 
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This article will deal with the use 
of electronic data processing equip- 
ment in the customer accounting oper- 
ations of a public utility, (in particular 
for billing), and will show how these 
operations can be performed, and dis- 
cuss some of the difficulties and prob- 
lems which may arise from the use of 
the equipment. 

Assume a utility with about 800,009 
customers, with electric service for 
both residential and industrial users. 
The company bills once a month on a 
cycle basis, and allows a discount for 
bills paid within 10 working days of 
the billing date. 


Electronic input requirements 


There are, of course, many methods 
of performing the billing operation, 
one being as follows: 

The customer master reference file 
is maintained on magnetic tape. The 
file is subdivided into twenty-one sec- 
tions each corresponding to a billing 
day within the monthly cycle. For the 
example quoted each section will con- 
tain approximately 40,000 accounts. On 
any day one of these sections will be 
processed for billing. 

The day prior to billing, meter read- 
ing cards which have been marked by 
the meter readers to show the present 
meter reading, will have been sorted 
to the same sequence as the master file, 
controlled, the markings converted to 
punched holes through a mark-sense 
reproducer, and the punched cards 
converted to magnetic tape. 

Any changes of data to the master file 
section to be billed will have been ap- 
propriately coded, punched into cards, 
sorted to sequence, and converted to 
magnetic tape. These three tapes, the 
currently active section of the master file, 
the meter reading tape and the changes 
tape, together with the arrears tape 
which is created during the accounts 
receivable operations, form the inputs 
to the processor for the billing opera- 
tion (Figure 1). 
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Figure 1. Utility bill processing sequence with a computer installation 


The requirements of the billing op- 
eration, achieved by means of the 
stored program include: 

a. The updating of the master file 
by the changes indicated by the changes 
tape. 

b. The calculation of consumption 
of electricity from the data in the meter 
reading tape. 

c. The verification that this con- 
sumption lies within reasonable limits 
by comparison with previous usage or 
other means. 

d. The caloulation of gross and net 
amounts to be billed. 


APRIL 1957 


e. The application of arrears to the 
current amount to be billed. 

f. The establishment of control to- 
tals for all cash amounts. 

g. The preparation of a billing tape 
from which the bills will be prepared, 
and which may also be used as an ac- 
counts receivable tape. 

h. The updating of the master file 
to show current consumption, credit 
rating, etc. 

i. The preparation of an investiga- 
tion tape for accounts showing an un- 
reasonable consumption, or accounts 
not having a meter reading for a spe- 


cified period, etc. 

j. The updating of the arrears tape 
to show accounts changing from 30 
days overdue to 60 days overdue, etc. 

k. The preparation of data required 
for various reports. 

From the various outputs of this 
billing operation the bills are prepared, 
an accounts receivable tape is available, 
a history record is printed for interroga- 
tion purposes, and required reports are 
prepared. 

The foregoing represents the theory 
of the electronic application. By a 
knowledge of the number of people 
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The billing program has been consistently underestimated from time consump- 


tion and cost viewpoints .. . 
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. - . but outputs from the billing run are more straightforward; few of them 


present unusual difficulties 


and machines working in the areas 
which will be superseded by the elec- 
tronic equipment savings can be cal- 
culated, and from these figures the 
gross earnings attributable to the ap- 
plication can be estimated. At this 
point everything would seem to ke 
fine, but when a detailed examination 
of the system is carried out, certain 
snags and difficulties begin to appear. 
None of these is insuperable, but each 
must be recognized and allowed for, 
and not just pushed aside. The over- 
coming of these difficulties is the work 
of the programming and methods 
group, and emphasizes the need for 
highly capable people to form the 
group. 

It not only emphasizes that need; 
it brings up the first of our problems, 
and perhaps the most serious. Any 
installation, no matter how good it 
may be in theory, will only be as good 
in actual practice as the detailed pro- 
gram that has been worked out for it. 
And good programming is the work 
of experts. Not only are such experts 
hard to find; too many companies 
have, not realizing the fact that the 
programming function is the key to 
the success of the whole operation, 
neglected to make any real effort to 
find the best qualified people. They 
have felt that as long as the major 
operating steps were correct, the de- 
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tails could be worked out quite sim- 
ply. Nothing could be farther from 
the truth. 

There is our first difficulty—person- 
nel, Let’s examine some of the others. 
Let’s dissect Figure 1, and look a little 
more closely at some of the items 
shown. 

We begin with the meter reading 
cards. These cards have to be pro- 
duced somewhere in the system. They 
can be prepared either from the cus- 
tomer master file tape, since it alone 
will probably carry sufficient informa- 
tion for the cards to be produced, or 
they can be produced by reproducing 
the previous reading cards with the 
current meter reading substituted for 
the previous readings. In either case, 
the file from which they are produced 
must be up-to-date showing all changes 
which ‘have occurred in order that the 
meter reader has current information. 
As any punched card user knows, this 
becomes a file maintenance prohletn 
of large magnitude. The use of cards 
to provide a machine-sensible docu- 
ment in place of the conventional 


meter book also involves difficulties: - . 


The limitations imposed by the 80 
or 90 card columns makes it difficult 
to incorporate the street address, meter 
number, previous readings as well as 
other information a reader requires 
such as the location of the meter (e.g. 


*. 


Ist floor, rear) and warnings of possi- 
ble danger such as “Bad dog” (or as 
in one case “Amorous housewife”). 
The meter reader has to be carefully 
taught the correct way to mark the 
meter cards, as it is necessary to make 
clear unbroken markings with the 
special pencil in order to insure accu- 
rate punching by the mark-sense_re- 
producer. Bad weather, which spoils 
the cards and makes them unreadable 
in the punching operation, is more of 
a problem than it is with the meter- 
reading books. The meter reader can 
often answer questions which the con- 
sumer may ask from the full record of 
the account which is available to him 
in the meter book, but generally does 
not have sufficient information for this 
in the meter reading cards. Finally 
the cards have to be transcribed to 
magnetic tape in order that the infor- 
mation may be introduced quickly into 
the central processor. This necessitates 
the use of the card-toape converter, an 
expensive piece of peripheral equip- 
ment. 


Creating master tape expensive 


The customer master file tape poses 
many problems in its initiation. Even 
where some information is already 
available in punched card form it is 
generally necessary to key-punch and 
verify a great amount of additional in- 
formation since one of the major bene- 
fits to be obtained from the use of elec- 
tronic equipment lies in the integration 
of records, some of which will be in 
written form. It is often found, in 
practice, that the information con- 
tained in the various records, which are 
to be integrated into one file, is not 
consistent. To get these contradictions 
out of the master file is no easy task. 
Where none of the information is in 
punched card form this initial conver- 
sion becomes a major task. In the 
example we are using, if the master 
record will finally have 400 digits of 
information for each account it is nec- 
essary to type and verify a total of 
800,000 x 400 digits. Assuming a rate 
of 8,000 keystrokes per hour, at a cost 
of $2 per ‘hour, this conversion will 
take 40,000 hours each for punching 
and verifying, and will cost $160,000. 
This cost is assuming that there will 
be no errors arising from the key- 
punching—which is a rather naive as- 
sumption. In order that the 40,000 
hours be accomplished in a reasonable 
period of time, the work will either 
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“Te ultimate goal of 
today’s developments com- 
prises both the clectronic 
environment for manage- 
ment and the widespread 
application of electronic 
programming and control 
in the factory. Together 
these characterize the fu- 
ture era of automation, 
Here I use automation in 
the sense of dealing with 
industry and commerce on 
the basis of a complete 
system, taking into ac- 
count the whole process 


from raw material to con- 


» 
- 


sumer 


Elmer W. Engstrom 
Radio Corporation of 
America 


Part I1— 


Complete “electronic environment’ for 


management foreseen at AMA meeting 


New York conference features closed circuit television 


presentation of electronic installations in action, reports on 


feasibility studies made by representative companies— 


THE FEASIBILITY of electronic ap- 
plications in business, how computer 
installations actually work in practice, 
and the new frontiers they open to 
business generally were the major 
themes developed at the American 
Management Association’s special con- 
ference on “Electronics in Action,” 
held February 25-27 at New York’s 
Hotel Statler. 

Ranging in subject matter from the 
Proper personnel for an electronics in- 
stallation to the impact of electronic 
computers on a company’s organiza- 
tion, the three-day conference spon- 
sored by AMA’s Finance Division ex- 
plored a variety of viewpoints on the 
significance of electronic machines. 
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One of the unique features of the 
program was a closed circuit television 
presentation of “Computers in Action,” 
in which computers being used in four 
companies in four cities were viewed 
by the audience of more than 1200 
executives attending the conference. 

A complete electronic environment 
for management now seems possible, 
Dr. Elmer W. Engstrom, senior execu- 
tive vice president, Radio Corporation 
of America, told the group at the 
luncheon session on Wednesday, Feb- 
ruary 27, the final day of the confer- 
ence. 

“In such an environment, electronic 
computers, business machines, and 
communications systems will interact 


with each other to perform virtually 
all functions except those requiring the 
exercise of intelligence and judgment 
in new situations,” he declared. 


Defining the two major intrinsic ad- 
vantages of electronic units as_ their 
ability to provide high speed commu- 
nication in large volume and in any 
desired form, and their ability also to 
accept and process large quantities of 
simple or complex information at split- 
second speeds, the speaker predicted 
that these two characteristics would 
lead to “an unprecedented degree of 
control and flexibility in the process of 
management itself.” 

The common general function of the 
electronic units that have been devel- 
oped since the war, he declared “is a 
single one of critical importance to 
modern management. This function s 
the processing of vast amounts of in- 
formation at incredible speeds, com- 
monly thought of as paperwork. In 
this role, electronic techniques are ap- 
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Questions were gathered from audience by AMA personnel dur- 
ing presentations for questions and answer sessions that followed 
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Walter Scheuplein, assistant controller, Tung-Sol Electric, Ine. 
illustrated his discussion of the computer feasibility studies made 


company with showing Tung-Sol 


plicable to virtually all phases of mod- 
ern business in which routine clerical 
methods are now employed.” 

This first step toward the full po- 
tential of electronics for management 
will be achieved by an increasing num- 
ber of companies in the next few years, 
he predicted, as the development of! 
more compact and versatile electronic. 
units accelerates. This first step is in. | 
trinsically valuable, he said, because | 
electronic techniques can provide bad 
ly needed relief for the “avalanche of | 
paperwork” that has threatened to! 
overwhelm management. 


“Looking, however, toward a more | 
fully electronic environment, we can 
anticipate a dual responsibility for the | 
new business machines,” he continued. 
“One, as we thave discussed, is the | 
basically clerical task of processing | 
paperwork, The other might be de- | 
scribed as the task of selection and | 
control.” | 


Integrating office and factory i 

Modern data processing systems, em- 
bracing as they do full scale comput- 
ing facilities, are capable of solving 
intricate mathematical problems in- 
volving a number of variables, he 
stated. 

“Such a system offers clear ad- 
vantages in the solution of manage- 
ment problems,” he declared. “Fur- 
nished with information as to produc- 
tion costs, distribution patterns, con- 
sumer reactions and other variables, 
an electronic computer may, for ex- 
ample, define the total probable sale | 
of a given item during a specified pe- 
riod in the future. Acting on other 
appropriate data, the computer may 
provide reliable information as to the 
probable effect of changes in produc- 
tion facilities, or the introduction of a 
new product. Such statements of the 
situation, based upon current informa- 
tion prepared in electronic data-proc- 
essing systems, could narrow down 
substantially the range of possibilities 
to be considered by management in 
making its basic decisions.” 


ee 
a 


Moreover, these aspects of electronic 
data processing are not a thing entirely 
of the future, he asserted. The tech- 
niques are already in existence. 

“The ultimate goal of today’s devel- 
opments comprises both the electronic 
environment for management and the 
widespread application of electronic 
programming and control in the fac- 
tory,” he continued. “Together, these 
characterize the future era of automa- 
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Management itself will change in character under the impact of electronics .. . 


tion. Here, I use a concept of auto- 
mation which is broader than that of 
machines controlling other machines. 
[ use automation in the sense of deal- 
ing with industry and commerce on 
the basis of a complete system, taking 
into account the whole process from 
raw material to consumer. While the 
rate at which we proceed toward this 
goal is a variable, it is clear that we 
are on the way. 

“The trend toward automation clear- 
ly involves a role of major importance 
for electronics, both as an aid to man- 
agement and as a substantial influence 
on the character of management. These 
two aspects are worth examination.” 

As a management tool, electronics 
will have its first effect through mak- 
ing possible a wide range of systems 
responsive to the needs of individual 
businesses, he said. With such systems, 
management control of the business 
will be aided because management will 
have available all current essential facts 
pertaining to production and distribu- 
tion. 

“The broadening application of elec- 
tronics in the office and factory also 
will lend greater flexibility to manage- 
ment in arriving at and implementing 
its decisions,” he declared. “This will 
result from closer integration of the 
enterprise. Several of the present data 
processing systems are capable not only 
of accepting and analyzing informa- 
tion, but of performing a further ac- 
tion as the result of the analysis, such 
as preparing bills, issuing shipping in- 
structions, and ordering stock replace- 
ments. Complete automation will in- 
clude even more sophisticated opera- 
tions. Production and other phases of 
the business process will be linked in 
a system fully controlled or pro- 
grammed by electronic means.” 

Management, in such uses of elec- 
tronic equipment, will be able to alter 
the basic program instructions when- 
ever necessary, he said, so that a busi- 
ness enterprise under full automation 
will be more responsive to changes in 
supply and market conditions than is 
the case today. 

“But there is a reverse side to this 
coin,” he warned. “With automation, 
the capital investment per worker in 
an enterprise will rise, in many cases, 
many-fold. Thus, the facility, the capi- 
tal investment, must be kept working 
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at a steady rate if appropriate return 
is to result from the investment. Both 
capital and labor must be kept con- 
tinually busy.” 

Moreover, management itself will 
change in character under the full im- 
pact of electronics, he declared. It 
must be much more aware of techno- 
logical developments than ever before. 
It must steer a careful middle course 
between over-conservatism and_ over- 
enthusiasm—over-conservatism in the 
form of resistance to change in equip- 
ment, process, or procedure, over-en- 
thusiasm, in the form of making 
changes purely for the sake of change. 

“Another responsibility of growing 
importance is that of adapting man- 
agement practices to the far greater 
speed and versatility afforded by the 
new electronic tools,” he said. “While 
our computing and data processing 
systems provide the means for surer 
control and greater flexibility, they 
demand that management think in 
new ways and in terms of the whole 
enterprise.” 

This new responsibility can only be 
met, he declared, by new insight on 
the part of everyone in management, 


and much more intensive training of 
personnel at all levels, aimed at giving 
them a systematic knowledge of the 
enterprise as a whole, as an integrated 
system. 

“Electronic computers and automa- 
tion involve both an aid to manage- 
ment and a substantial influence on 
the character of management,” he said. 
“In this sense, electronics has, indeed, 
a dynamic future as a management 
tool—but a tool which will shape our 
methods while it serves our ends. This 
is the essence of my message. 

“That these instrumentalities and 
systems constitute an aid to manage- 
ment is self-evident from current usage 
and from the clear and clearly under- 
stood potentials for the future, It is not, 
however, equally self-evident just what 
is to be the magnitude of their influ- 
ence on the character of management. 
I would not say, for example, that 
there is general understanding that 
these same instrumentalities and the 
evolving use of them will bring about 
a virtual revolution in the processes of 
management. Yet from my study of 
the situation, I am fully persuaded that 
this will be so. (To page 84) 


Audience expressions show that electronics hasn’t lost its fascination 
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Four ways to 


establish a job evaluation 


program for your office 


Job evaluation, soundly planned, can allot job rates 
fairly, help meet wage demands, insure that your office 
holds its own in the quest for good employees— 


by Robley D. Stevens 
WwW hi 


Management C 


THE PROBLEM of promoting the 
will to work, meeting wage demands 
and determining what constitutes a 
fair and equitable rate for a certain 
job in the office continues to perplex 
many employers. In any field—but 
especially in the office—sound manage- 
ment-employee relations are considered 
essential to economical and efficient 
operations. It is possible to get a bet- 
ter day’s work from office supervisors 
and employees alike when mutually 
satisfactory relationships exist. In fact, 
this has a direct bearing upon the cost 
of doing business, often making the 
difference between a profit and loss 
operation. 

Dissatisfaction over pay rates does 
more to impair office employee efh- 
ciency, encourage absenteeism, lower 
morale and increase personnel turn- 
over perhaps than any other single 
factor. 

Ask yourself these questions: How 
does our office management allot job 
rates? How do we solve wage de- 
mands? Are there any inequities in 
pay among our office employees work- 
ing on the same job? How do our 
rates compare with other offices? 

To obtain true and objective answers 
to these questions, there is no substi- 
tute for setting up a sound and prac- 
tical job evaluation plan in your office, 
based on a thorough analysis of every 
job. 

Job evaluation provides a workable 
tool for appraising office employee 
performance. A systematic and useful 
job evaluation plan provides office 
management with information neces- 
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D. C. 


sary to gain the highest job quality 
and performance from every employee. 
Such a plan eliminates the hazards of 
arbitrary personal opinions and habit 
in the determination of wage rates, by 
defining the duties and responsibilities 
of each job, regardless of the individ- 
ual who does it, and by setting up basic 
and consistent policies for compensa- 
tion. 

The initial step in any job evaluation 
plan is that of defining and analyzing, 
of recording and studying all the fac- 
tors and conditions involved in a job. 
Job analysis tells who does what; it is 
a process of delineating the require- 
ments of a job by observation and study, 
and reporting pertinent information 
relating to the nature of each specific 
job. It is the determination of the tasks 
which comprise the job and of the 
skills, knowledges, and abilities as well 
as the responsibilities required of the 
employee for the successful perform- 
ance of the particular job, the factors 
which differentiate the job from all 
others. 

To be useful for office job evalua- 
tion, a job analysis should yield a very 
detailed and specific breakdown of all 
the factors involved in a given job. 
Such an analysis should provide an 
organized picture of the abilities which, 
upon the basis of careful job study, 
appear to be significant in job com- 
petence. Collection of the necessary 
data in a systematic, orderly way not 
only reduces effort that might other- 
wise be dissipated, but is also helpful 
in insuring adequate coverage and 
weighing of all aspects of the job. 


Actually, there are three parts to the 
analysis of any office job. Namely, 
they are: 

The job must be completely and 
accurately identified; 

The tasks of the job must be com- 
pletely and accurately described; 

The requirements the job makes 
upon the employee for successful per- 
formance must also be indicated. 

Job analysis can be used to deter- 
mine job requirements and the specific 
qualities required of employees to fill 
jobs, for recruitment and placement 
purposes. Office employees cannot be 
trained adequately unless the nature, 
duties, responsibilities and other sig- 
nificant factors of the jobs for which 
they are being trained are known. And 
by supplying complete information on 
the nature of every office job analysis 


provides the basis for establishing effi- 


cient office management. 

The first step in the analysis of office 
jobs is an exact determination of what 
the jobs are and their precise limits— 
that is—where the jobs begin and 
where they end. 

Jobs in the office should be analyzed 
as they exist, each completed job an- 
alysis schedule describing one job as 
currently found in the particular office 
being studied. 

Contrary to popular belief, office 
management need not necessarily al- 
ways engage outside counsel to install 
such a system. All that is really essen- 
tial is reasonable intelligence, objectiv- 
ity, and a willingness to do the work. 
In fact there is no reason why the 
office manager, supervisor or personnel 
executive cannot collect complete, ac- 
curate and intelligible descriptions 
from the employees. The employee 
can do hhis part by filling out a ques- 
tionnaire for this purpose. Such par- 
ticipation will help sell the job evalu- 
ation plan to office employees who will 
feel greater confidence in themselves 
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Job evaluation allows the pay for a job to be matched to the demands of the job 


and in office management once they 
have, through such participation, a 
clearer grasp of their functions and 
duties, 

In making a job analysis for job 
evaluation purposes, the technician 
should interview office inferior as well 
as superior employees. Both can help 
to provide a picture of typical job 
duties and the kinds of information 
needed to perform the duties adequate- 
ly. In fact, critical areas of knowledge 
can also be identified by observing the 
characteristic differences in job per- 
formance among the most competent 
office employees and among the least 
efficient. 

Some offices may find it desirable to 
maintain a dual filing system, one set 
of cards for regular use in assembling 
job analysis information and one set 
of cards as a permanent file to facili- 
tate ready location of any particular 
job analysis item, whether active or 
inactive, on which job analysis data 
may be needed. 

The term “job” is used in many 
different ways and has different mean- 
ings according to the office manage- 
ment using the term. To some it 
means a specific task, to others it 
means a group of tasks—a position; to 
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still others it means a group of similar 
positions—a job. 

A task is created whenever human 
effort must be exerted for a specific 
purpose. When enough tasks are ac- 
cumulated to justify the employment 
of an employee in your office, a posi- 
tion has been created. 


Job—group of similar positions 

A job, however, may be defined as 
a group of positions which are iden- 
tical with respect to their major or 
significant tasks. So, a job may be 
considered as a group of positions 
which are sufficiently alike to justify 
their being covered by a single analy- 
sis. 

Office jobs should be analyzed as 
they exist, each completed job analysis 
schedule describing one “job” as cur- 
rently found in your office organiza- 
tion. 

Once the questionnaire is ready for 
distribution to the office employees, the 
decision has to be reached as to which 
employees will be included in the job 
analysis-lassification plan. Should you 
include department heads, supervisors, 
and middle level executives only, or 
should you cover bookkeepers, general 
clerks, office machine operators, sten- 


ographers and typists, telephone oper- 
ators, posting and statistical clerks, etc. 

It is usually desirable for a job an- 
alysis to cover such information as: 

1. Job title 

2. Number employed 

3. Date of job analysis 

4. Alternate title 

5. Work performed 

6. Experience 

7. Training data 
8. Performance requirements 

9. Job knowledge 
10. Mental application 

11. Comments 

Preferably, the pointed information 
to be covered in the job analysis-classi- 
fication sheet should be worked out by 
the office manager and office super- 
visors or department heads. 

One of the important results of an 
office job analysis is its use as a basis 
for the preparation of job specifications, 
that is, the written record of the re- 
quirements sought in the person for 
a given job. 

Assuming that the office manager 
has adopted the procedures and meth- 
odology outlined, the next step is to 
decide how good the present method 
of determining rzlative base money 
ra’es is and then if it’s unsatisfactory 
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to install one of the four basic evalua- 
tion systems now in use. 

Job evaluation is not new. The first 
scientific study for jobs and wage re- 
lationships was advanced in this coun- 
try in 1881, by Frederick W. Taylor, 
who made time studies and analyzed 
jobs into units and duties. The an- 
alysis consisted largely of a sequential 
listing of the steps needed for produc- 
tion and the time necessary for each 
step. This was used to accumulate a 
standard time for the production or 
work performance of a single unit. 
Out of this approach arose the many 
incentive wage compensation plans 
which we find in evidence today. 


An office employee should be paid 
according to what he does; 

His actual work-assignment in terms 
of duties and responsibilities and the 
qualifications necessary to perform his 
work-assignment; 

He should be paid according to how 
well he carries out his work-assign- 
ment; 

He should be paid what the job is 
worth from an analysis viewpoint. So, 
office job evaluation is a management 
technique to determine the proper 
balance between the benefits the com- 
pany gains from the factors. 

1. The Ranking System: This is 
sometimes referred to as the card-sort- 


Office management generally favors 
the use and installation of job evalua- 
tion because it is thus assured of a 
relatively stable unit personnel cost 
and incentives toward greater em- 
ployee efficiency. It is unfair to pay 
the same wages to a slow office em- 
ployee that are paid a more efficient 
one. Consequently, a system which 
rewards the individual office employee 
according to his skill and industry as 
determined by scientific study is both 
more equitable and more desirable. 

In determining how much an office 
employee should be paid, what office 
management should take into consid- 
eration are the following factors: 
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ing system, because the office jobs are 
arranged from high to low, as in the 
cards of a playing-card deck. All the 
office jobs are then ranked in order of 
importance—that is—in terms of other 
office jobs, not in terms of money, and 
without reference to the person or 
persons holding down the job. The 
best method is to list the office jobs in 
each department on a separate sheet, 
horizontally, and have the department 
heads arrange them vertically, in order 
of importance. The individual depart- 
ment lists are then combined into one 
office organizational chart. With this 
system, it is essential to check and 
double-check to avoid disagreement. 


2. Job Classification System: Under 
this system, a number of categories or 
grades are established in advance, and 
the office jobs are then assigned to 
these classifications. Such a method 
presupposes that every job in your 
office contains definite elements or 
phases that can be classified into grades. 
The grades are then established on the 
basis of difficulty and responsibility, as 
represented by the number and kinds 
of rules regulating the work being 
done, and by whether or not, and how 
often, the work is subject to check. The 
success of such a job-measuring stick 
depends on a thorough knowledge of 
all the office jobs, so that every work 
element may be taken into considera- 
tion, and the duties and responsibilities 
of every office employee clearly dis- 
tinguished. 

3. The Point System: This method 
is the most widely used today. More- 
over, it is rapidly gaining still greater 
acceptance. Briefly, it works something 
like this: A number of predetermined 
factors—such as age, education, years 
of training, experience needed, physi- 
cal effort involved, etc.—are found to 
be common in all jobs. A_ schedule 
of points is then set up for the various 
gradations of each factor. Each level 
should be strictly defined, so that con- 
sistent interpretation may be made. 
The levels or grades in each factor 
should be expressed or defined in writ- 
ten form, and it is also desirable to 
have each definition accompanied by 
examples of standard or well-defined 
office jobs that are based on considera- 
tion of the following: the abilities 
which an office employee brings to the 
job; the extent to which he is called 
upon to use these abilities; the respon- 
sibilities which the employer demands 
on the job; and, the conditions under 
which the job must be performed. 
When the individual office jobs have 
been evaluated, the sum of the job 
factors should be well under the maxi- 
mum total points of the system. 


4. Factor Comparison System: There 
are several differences between this 
method and the point system. One is 
that the graded factors are assumed 
to be fundamental to all office jobs. 
Another is that office jobs are evalu- 
ated relatively, using certain existing 
jobs as points or degrees on the evalua- 
ation scale, rather than depending on 
descriptive definitions. This system 
has the advantages of simplicity and 
of establishing a fixed relationship be- 


(To page 72) 
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W. Edwards Deming, New York University 


Operations research conference planned in Chicago 


University of Chicago sponsoring two-day meeting de- 


signed to orient top executives to new techniques as an aid 


in decision-making function— 


AN EXECUTIVE CONFERENCE 
on Operations Research, designed espe- 
cially to aid top management officers 
acquire basic information for effective 
decision-making in this significant 
area of management science, is our- 
rently under way at the Conrad Hilton 
Hotel in Chicago. 


Scheduled for Aypril 1 and 2, and 
sponsored by The University of Chi- 
cago, the conference and associated 
panel discussions are covering many 
phases of operations research, particu- 
larly as it applies to research in such 
fields as the paper and petroleum in- 
dustries, and multibranch merchandis- 
ing. O. R. specialists, through case 
studies and surveys of problem areas, 
will examine the characteristics of op- 
erations research which distinguish it 
from the related fields of industrial 
engineering, physical science and ap- 
plied mathematics, and define what 
types of organizations are particularly 
susceptible to operational analysis. As 
this edition went to press, three speak- 
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ers were scheduled to discuss the com- 
bined uses of operations research and 
electronic computers and the inter- 
dependent possibilities inherent in such 
applications during the two-day con- 
ference. 

A report to assembled management 
representatives on the aim and method- 
ology of O.R. by E. Leonard Arnoff, 
assistant director, Operations Research 
Group, Case Institute of Technology, 
Cleveland, and an address on the 
“Uses and Importance of Statistics in 
Operations Research,” to be delivered 
by George P. Wadsworth, are sched- 
uled to open the conference. Mr. 
Wadsworth, Professor of Mathematics, 
Massachusetts Institute of Technology, 
Cambridge, Mass., will discuss how 
statistical and operations research mod- 
els describe business situations and 
help management determine strategy 
by predicting the future of business 
operations. 

The afternoon session of the open- 
ing day sessions will be addressed by 


Carl E. Noble, manager of marketing 
research, Cellucotton Sales Division of 
the Kimberly-Clark Corp., Neenah, 
Wis., who will explain the Monte 
Carlo method, queueing theory and 
linear programming. These varying 
mathematical techniques will be illus- 
trated by means of actual problem 


(To page 70) 


Carrying for many the same 
intriguing but mystifying con- 
notations that “automation” had 
a year or so ago, operations re- 
search has been the new contro- 
versy of the business world. Yet 
even now the controversy is be- 
ginning to die; companies are 
determined to learn about this 
new concept, to exploit its po- 
tentialities, even while recogniz- 
ing its limitations. The growing 
number of conferences on the 
subject, like the one now being 
held in Chicago, are significant 
witness to the impact this new 
management concept has had. 
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CHICAGO, SEMINAR | 


Chicago seminar concentrates on personnel, 
motivation, human relations problems 


Fifteenth annual seminar group hears that OMAC is 
now largest National Office Management Association chap- 
ter; business show has 135 exhibitors, 60,000 visitors— 


THE OFFICE MANAGEMENT As- 
sociation of Chicago is now the largest 
National Office Management Associa- 
tion Chapter in the country, it was 
announced by F. G. Macllroy, first 
vice president of the national organiza- 
tion at the opening luncheon meeting 
of OMAC’s 15th Annual Seminar and 
Business Show, held in Chicago last 
month, 

Keynote speaker at the luncheon 
session, which was the first event of 
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the conference, was Raymond W. 
Cobb, vice president, Mid-America 
Home Office of Prudential Insurance 
Co. of America. Speaking on “Decen- 
tralizing Office Operations,” he de- 
clared that significant factors to be 
considered in any decentralization pro- 
gram are labor turnover, training, mor- 
ale, and productivity, record systems, 
communications, and supervision prob- 
lems. 

Of these various problems which 


must be faced, the most difficult are 
those in the field of human relations, 
he said. An aggressive training pro- 
gram should be established before any 
decentralization program, he advised, 
and particular attention should be de- 
voted to the personnel problems in- 
volved in moving experienced em- 
ployees to a new location. 

The entire salary and personnel pro- 
grams should also be reviewed when- 
ever a move to a new location is made, 
he stated. 

The afternoon session on Monday, 
March 11, the first day of the confer- 
ence, was devoted to a panel in which 
speakers discussed employee recruit- 
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ment in four different areas: high 
school graduates, employment agen- 
cies, among handicapped groups, and 
in the middle aged group. 

William Reich, Supervisor of Coun- 
seling, Chicago Board of Education, 
outlining recruitment possibilities with- 
in the high school graduating groups, 
said that the growth of business and 
industry, and the fact that the high 
school classes graduating now were 
born during the period of low birth 
rates in the thirties handicap recruit- 
ment possibilities in this field. More- 
over, he declared, at the present time, 
nearly fifty per cent of all high school 
graduates in the Chicago area go on 
to college. He suggested that employ. 
ers pay more attention to private and 
parochial schools as sources of em- 
ployees because enrollment in these 
schools is growing faster than it is in 
the public schools. 


Handicapped workers praised 


Agencies remain a prime source of 
workers, even in these days of worker 
shortages, Maynard Buetler, president, 
Private Employment Agencies Associ- 
ation, Chicago, reported, because they 
are in touch with many work groups 
whom it is difficult to reach through 
any other means. Workers wishing 
better jobs than are open to them in 
their own company, out-of-towners 
looking for work and housewives re- 
turning to the labor market are among 
the most important of these groups, 
he said. 

Kenneth E. Sougan, Personnel and 
Training Manager, Time, Inc., Chi- 
cago, discussing the middle aged group 
as a source of workers, said that the 
firms that set hiring age limits at 30 
or 35 may be acting in a very short- 
sighted fashion. Their reasons for 
such a policy, he said, fall into three 
main categories: they believe middle 
aged workers are unable to learn as 
quickly as younger personnel, are not 
as active physically, and represent a 
heavy financial burden on the pension 
plan. Against these arguments, he 
cited as reasons for seeking out middle 
aged workers these advantages they 
usually offer: greater stability than 
younger personnel; more willingness 
to stay with the company; more com- 
pelling reasons for working; and a 
greater fund of work experience. 

The last panel speaker, James Roche, 
Public Relations Committee, Rehabili- 
tation Institute, said that the handi- 
capped, although finding it much eas- 
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deavor to motivate their 
employees by various de- 


vices, including  inspira- 
tional material such as 
talks and literature; in- 
centives such as piece rates 
and bonuses; coercive ac- 
tivities such as threats and 
admonitions. Most of these 
motivation efforts are in- 
effective .. .” 

Robert N. McMurray 
McMurray, Hamstra & Co. 


“The executive who 
really wants better com- 
munication will develop 
the art of listening to the 
other person’s point of 
view, of taking into ac- 
count their self-esteem 
and their feelings as well 


as their logic.” 
Pierre Martineau 
Chicago Tribune 


ier to get office work today than in 
the past, still are not receiving as much 
recognition as they should as a source 
of good workers. Actually, if a thor- 
ough analysis is made of the average 
office job, he said, it becomes obvious 
that very few physical handicaps actu- 
ally would interfere with performance 
of that job. 

Wilbert E. Scheer, Personnel Direc- 
tor, Blue Cross-Blue Shield, Chicago, 
served as panel moderator. 

The last speaker on the opening day 
program, Dr. Robert N. McMurray, 
McMurray, Hamstra, and Co., Chi- 
cago, declared that “Proper Motiva- 
tion” could be used to increase em- 
ployee productivity in the office, but 
that many companies proceed toward 
their motivation program clumsily, 
and often defeat their own purposes 
by creating doubt or hostility in the 
employee. 

Companies trying to influence their 
employees by such devices as inspira- 
tional talks and literature, incentive 


Raymon Cobb, Prudential Insurance 
Co., keynote speaker and... 


. - « William S. Kerr, Northwestern 
University, at opening luncheon 


plans based on piece rates or bonuses, 
or coercive efforts such as threats and 
admonitions, often find their efforts 
ineffective because they are too diverse 
or generalized, he said. 

The motivations which prove most 
effective with office or clerical person- 
nel are those which can only be ap- 
plied on an individual basis, he de- 
clared. 

Listing as some of the principal 
needs of employees, recognition, secur- 
ity, a sense of belonging, a chance to 
contribute, reasonable incentives and 
prestige, challenge and opportunity for 
self - development and self - advance- 
ment, he said that no one person has 
all these human needs completely ful- 
filled. Many people, though, he said, 
do have their needs for recognition 
and security adequately met, but the 
pattern of their remaining needs is 
highly individualistic, as is the rela- 
tive importance of the needs in the 
case of each person. 


(To page 74) 


35 


os tins: a 


i ne Fig oo ee Sides ec oa set ~ i : : 4 ‘ Ronee 
| fase : Seti ie & ye i 
i 4 4 vay <3 ao 
, a : 3, y Oy 
* “Many companies en- <a eel Z.. ~ -7 a 
i i a # ; oe ; ae 
Zz y : ‘ od Se BY. Pica 
/ft # a jee 7. . 
na | "4 ‘ “ eee ‘es 
3 # — ae = 
ts le ia: i . =! 
) seat 
§ , Te —_ ee 
, ee yi Wie e _" a ae 
ES ; iia a i 
gi en ; 
\ a ee ees 
_ —_— a ii 
ie A a” 
\ % % ee i aS ik 
2 | ae | a = 2 
‘ te) es _ Sa ee 
| = 
| | ‘ . | es a ? 
' ‘pe 
ripe 
ike 
9 | ie 
‘a « : 
oa rs 
y a 
e ® 
5, Pee 
)- oe 
y SA 
i -_ 
l- 
l- * 
; 
} ¥ 
i 
l- me 
2 ‘ 
; : 
’ 
1 Pi. 
¥ = Aiea) Ye 
‘é. 
P . oS. oe Be : Bat aaa a a re ee pee lar “ae oe : 


Peers 


F by j 
“ie ft i 

‘ ¢ 

: ‘ ie 


Six-part order set is prepared on Flexowriters on orders entered at factory warehouse 


wees 


Angelica Uniform Co. meshes order writing, 
invoicing, reports in one system — 


St. Louis concern, preparing master program tapes for 
all regular customers, coordinates four different types of 


order procedures into one automated routine— 


MAXIMUM automation of data proc- 
essing in any business calls for thor- 
oughly planned procedures, forms of 
proper design and construction and 
the full utilization of the latest writing 
machine equipment. 

Angelica Uniform Company of St. 
Louis has integrated its separate order- 
writing, invoicing and statistical re- 


porting operations into a single Auto- 
mated Data Processing (ADP) system 
that has increased the speed and efh- 
ciency of these operations and provid- 
ed up-tothe-minute operating and sta- 
tistical reports to management. 
Angelica Uniform Company, found- 
ed in 1878, manufactures all types of 
uniforms used in the food service and 


hospital fields. The main office and 
factory is in St. Louis and branches 
are located in New York, Chicago, 
Denver and Los Angeles. 


Fred W. Herzer, secretary and con- 
troller, and L. Lee Foland, assistant 
secretary, designed the new system in 
which customer data is now on punched 
master tapes for use with Flexowriters 
instead of on stencils as in the old 
method. To work out the details for 
the design and construction of the 
necessary forms they called on Palmer 
L. Conran, systems specialist of Moore 
Business Forms, Inc. 


To set up the new automated pro- 
cedure it was necessary to prepare 
Customer Master Program Tapes for 
all except casual customers. (“Casual 
customers” are those who place less 
than four orders in any calendar year.) 


The customer’s master program 
tapes (on green tape for color iden- 
tification) were prepared on a basic 
program tape in the tape reading unit 
of the Flexowriter. The basic program 
tape contains all the functional codes 
necessary to operate properly the var- 
ious tape-actuated machines, and at 
the proper position it stops the ma- 
chine for entry of constant customer 
information. The constant customer 
information on the master program 
tape includes the customer number, 
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type of trade code, pay code, code of 
regional office entering the order, com- 
mission class, tax code, and salesman’s 
number. 

There are four separate procedures 
integrated into one automated proce- 
dure. The particular one to be fol- 
lowed is determined by the point of 
entry, point from which shipment is 
made, or the type of customer. 

The various procedures are: 

1. Orders entered by a regional of- 
fice and shipped from the St. Louis 
warehouse. 

2. Orders entered by a regional of- 
fice and shipped from the regional 
warehouse. 

3. Orders entered at and shipped 
directly from the factory warehouse. 

4. Local charge orders. 

1. Orders by regional office and 
shipped from St. Louis. Orders are 
prepared by the salesman and forward- 
ed to the regional office where they 
are edited. Upon acceptance, the cus- 
tomer’s master program tape is pulled 
and forwarded with the order to the 
Order Entry department. 

The program tape is inserted in the 
reader of the Flexowriter and a three- 
part acknowledgment form is pre- 
pared. All the constant customer in- 

(To page 78) 
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Hupollca UNIFORM COMPANY 


ORDER ENTRY 
STATISTICAL REPORTING 


Orders entered by a Regional Office and shipped from 
the St. Louis factory warehouse 


. BILLING... 
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Three-part acknowledgment form is prepared on Flexowriter; by-product tape 


is used to transmit information via private wire to factory 


Invoice, too, is 


prepared on Flexowriter, 


BILLING 
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‘AUTOMATION 


IN THE OFFICE 


Pennsylvania RR 


A SPECTACULAR system incorpor- 
ating closed-circuit television, facsimile 
transmission equipment, automatic 
writing machines, and ticket printers 
has recently been put to work at Penn- 
sylvania Station, New York terminal 
of the Pennsylvania Railroad. 

The system makes use of 105 tele- 
vision cameras and 100 television re- 
ceivers, with switching apparatus to 
permit the various receivers to get a 
“look in” at pictures before any of 


te 


“automates” New York ticket sales 


the cameras, simply by dialing a num- 
ber. 

The cameras are used mainly for 
such purposes as focusing on charts 
showing the types of space available—- 
roomettes, upper and lower berths, bed- 
rooms, compartments, and so on—on 
all scheduled trains. This information 
is shown as much as 16 weeks in ad- 
vance on some routes. 

These charts are maintained central- 
ly. They show all types of space car- 


“Space available” chart for any train can be televised to ticket window 


38 


ried by each train, each type being rep- 
resented by a symbol, such as “B” for 
bedrooms. When the last space of a 
given type is sold, the symbol for that 
category is covered; the chart shows 
only the types of space remaining. 

Ticket sellers at any of the numerous 
booths where purchasers come to give 
their orders may obtain a view of the 
reservation charts by dialing a number. 
Closed circuit television promptly 
shows the chart on a small receiver 
which is visible to both the ticket 
agent and the customer. 

If the space requested is not avail- 
able, it is a simple matter to select the 
most satisfactory substitute— either a 
different type of space, or space on an- 
other train—for all the possibilities are 
on view. 

Once a selection is made, the seller 
dials for a space distribution clerk, 
who becomes visible on the screen. The 
clerk is requested to issue the ticket 
desired. He does so by taking an in- 
dividual space coupon from racks 
where many such coupons are stored 
much as tickets are stored at theater 
box offices. The coupon is placed in a 
facsimile transmitter which causes it 
to be reproduced at the ticket counter 
automatically within seven seconds. 


(To page 70) 
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A Modern Electric Duptieator 


at a Moderate Price!... 


Heyer has broken the price barrier with the new Mark II Conqueror 
automatic electric spirit duplicator. Every office duplicating job— 
bulletins, form letters, sales plans, etc.—can be produced much 
more easily on the new Model 76 Mark II Conqueror, at the rate of 


110 clear, crisp copies per minute in1to5colors ..ata fraction of 
a cent per copy. Its constant speed produces better and more 
uniform copies; it frees the operator so that the copies can be 
observed; and most important. . . there’s no effort on the operator's 
part, for this new Conqueror runs without watching, and even turns 
off automatically! You can pay much more if you wish, but the 
Model 76 offers all this .. . at a price that can't be matched. 


movet 70 >Gverh 
CONQUEROR 


For those who are looking for 
a fine quality duplicator at 
the lowest possible price... 
the hand-operated Model 70 
Mark II Conqueror is the per- 
fect buy. It has been completely redesigned too, and now features 
a new Feed Release Button as well as Paper Stackers, previously 
found only on the Model 76 automatic electric duplicator. The 
Model 70 Mark II Conqueror hand-operated duplicator prints up 
to 110 copies per minute of anything typed, written $495 
or drawn on the master ...in1 to 5 colors at once. Pies Tax 
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For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


now Heyer offers push-button 
duplicating at little more than the 
price of some hand-operated machines 


AUTOMATIC sath 
CONQUEROR 


SPIRIT DUPLICATOR 


-$29950 


Engineering improvements on the Model 76 Mark II Conqueror 
include a brand-new Feed Drive Mechanism which works only in 
a forward motion . .. eliminates the lurch found in old-fashioned 
reciprocal drives. It has new High Precision Clutches and Nylon 
Gears that are quiet and need no lubrication, plus an 11” and 14” 
Cylinder Stop. The completely redesigned Motor Drive gives 
smoother operation, while the conveniently positioned Motor Bar 
permits effortless fingertip starting. Operating instructions are 
permanently printed on the Model 76, so anyone can operate 
it in a jiffy. Feature for feature . . . this Mark II Conqueror is the 
biggest value in spirit duplicators today! 


ts 


The HEYER Corporation 
1822 S. Kostner Ave., Chicago 23, Ill. 
Please send FREE 16 page booklet 
on Heyer Mark IT Conqueror 


Duplicators containing useful 
information on spirit duplicating. 


NAME POSITION _ 
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Coming Events 
(Continued from page 21) 


AMA Special Office Management Con- 
ference. New York, May 20-21. 

Sponsor: American Management As- 
sociation. Place: Hotel Commodore. 


IASA Annual International Confer- 
ence and Business Show. Chicago, 
May 20-22. 

Sponsor: Insurance Accounting & Sta- 
istical Association. Place: The Palmer 
House. 


IIA Conference, Los 
26-29. : 
Sponsor: Institute of Internal Auditors. 
Place: Ambassador Hotel. 


Angeles, May 


American Institute of Banking. Rich- 
mond, Va., May 27-31. ; 
Sponsor: American Bankers Associa- 


tion. Place: John Marshall Hotel. 


Survey Seminars in Operations Re- 
search. New York, May 6-June 26 
(Mondays and Wednesdays) and May 
7-June 27 (Tuesdays and Thursdays). 
Sponsor: Operations Research Institute, 
Inc. Place: 41 Fifth Ave. 


Shelf, Filing is Apelled.. 


aE: aay 


: 3G om: 


IF FILING 
WERE 
YOUR JOB 


. you'd know too that 
Estey Shelf Filing really 
shows its superiority, 
when you start using it! 
Instantly visible guides 
make filing and finding 
fast and easy, and cut 
down mis-filing. And it is 
compact! You’d need four 
5-drawer cabinets and 
twice the floor space for 
the files shown here! There 
are so many extras... 
the Sliding Reference 
Shelf, for example, slides 
out for immediate use, 
and whisks back out of 
sight at a touch! It costs 
less and is easier to install 

. . Estey Shelf Filing is 
best because it is designed 
just for File Departments! 


Write Dept. M for the story 
of Estey Shelf Filing 


cOoOR POR AT 1 


Ee tes 
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NOMA International Conference. Los 
Angeles, May 12-16. 

Sponsor: National Office Management 
Association. Place: Hotel Statler. 


NAPA 42nd Annual Convention and 
Inform-A-Show. Atlantic City, N. J., 
May 26-29. 


Sponsor: National Association of Pur- 
chasing Agents. Place: Convention 
Hall. 


AIA Southern States Conference. Fort 
Worth, June 9-12. 


Sponsor: American Institute of Ac- 
countants. 


AIA Middle Atlantic States Account- 
ing Conference. Myrtle Beach, S. C., 
June 9-12. 


Sponsor: American Institute of Ac- 
countants. Place: Ocean Forest Hotel. 


International Automation Exposition 
and Office Automation Conference. 
New York, June 9-13. 

Sponsor: Richard Rimbach Associates, 
Inc. Place: New York Coliseum. 


Columbia U. Consumer Credit Man- 
agement Program. Harriman, N. Y., 
June 9-14. 


Sponsor: Graduate School of Business, 
Columbia University. Place: Arden 
House. 


Columbia U. Executive Program in 
Business Administration. Harriman, 


N. Y., June 16-July 27. 


Sponsor: Graduate School of Business, 
Columbia University. Place: Arden 
House. 


AICPA Annual Conference of CPA’s 
of the Pacific Northwest. Gearhart, 
Ore., June 20-22. 


Sponsor: American Institute of Certi- 
fied Public Accountants (new name of 
the American Institute of Account- 
ants, as of June 1). Place: Gearhart 
Hotel. 


SAM Small Business Conference. June 
23-24. 


Sponsor: Society for Advancement of 
Management, Inc. 


NACA 38th Annual Cost Conference. 
Washington, D. C., June 23-27. 
Sponsor: National Association of Cost 
Accountants. Places: Sheraton Park 
and Shoreham Hotels. 


NMAA 6th National Conference and 
Business Show. Chicago, June 26-28. 
Sponsor: National Machine Account- 
ants Association. Place: Conrad Hilton 
Hotel. 


(To page 42) 
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“he most EFFICIENT 
ECONOMICAL 


writing tool 
for the office \ 


Are you taking advantage of the 
remarkable new Venus Velvet ball 
PEN -cil for your office? Leading 
firms in business and industry from 
coast to coast are equipping their 
personnel with this great new writ- ~ 
ing tool. Here’s why it improves e 
efficiency and lowers costs: it com- a 
bines the best features of a pencil 
and ball pen . . . wood barrel has 
lighter, comfortable feel of a pencil 
-no point to wear down or 
sharpen . . . finest ball mechanism 
..ink supply lasts longer...comes 
in 4 styles for every writing job. 
Regular: for all general-purpose 
writing. Double Duty: double ink 
supply doubles writing mileage. 
Super Fine: for extra-fine writing. 
(All in choice of blue, black, red or 
green ink.) Liquid Velvet Lead: for 
Liquid Graphite pencil writing and 
erasability. 29c — 39c each. Less 
by the dozen. Order from your 
stationer. 


if 


Venus... 
trademark ™ 

of fine 

craftsmanship in 

Pencils & Pens 


Try the Venus Velvet ball PEN -cil in your office. 
MAIL THIS COUPON 
Venus Pen & Pencil Corporation, Hoboken, N. J., Dept. OM-4 


Please send me a sample of the Venus Velvet ball PEN - cil 

at no obligation to me. 

Name Check style 
PLEASE PRINT desired here: 

Company Name (0 Regular 

Address (0 Double Duty 

4 (CD Super Fine 
City on C Liquid Velvet 
Stationer’s Name Lead PEN -cil 
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Can you see your company image 


in your present letterhead paper? 


B 
* 


Public relations starts with your letterhead — 
your most frequently used means of communication. 
Are you satisfied that yours truly reflects the integrity 
and position of your company? 

New brighter, whiter WESTON BOND excells 
in brightness, whiteness, opacity, texture and finish 
...im every way except in cost. Your letters will 
look cleaner, neater, more impressive against the 
background of its brilliant whiteness and cotton 
content quality. 

Ask your printer to use brighter, whiter WESTON 
BOND on your next lot of letterheads ...or write 
for sample book and make your own comparison. 
Address Dept. Ol . Byron Weston Company, Dalton, 
Massachusetts. Makers of Fine Papers for Business 
Records Since 1863. 


WESTON BOND 


_ Cotton Fibre Quality Letterhead Paper 


Coming Events 
(Continued from page 40) 


NSA Annual Convention. St. Louis, 
July 17-20. 


Sponsor: The National Secretaries As- 
sociation (International). Place: Sher- 
aton-Jefferson Hotel. 


Columbia U. Executive Program in 
Business Administration. Harriman, 
N. Y., August 11-September 21. 
Sponsor: Graduate School of Business, 
Columbia University. Place: Arden 
House. 


AICPA New England Graduate Study 
Accounting Conference. Providence, 
R. 1., September 4-6. 


Sponsor: American Institute of Certi- 
fied Public Accountants (new name 
of the American Institute of Account- 
ants, as of June 1). Place: Brown Uni- 
versity. 


ISA 12th Annual Instrument-Automa- 
tion Conference and Exhibit. Cleve- 
land, September 9-13. 


Sponsor: Instrument Society of Amer- 
ica. Place: Cleveland Auditorium. 


ACME General Meeting. Hot Springs, 
Va., September 12-15. 


Sponsor: Association of Consulting 
Management Engineers, Inc. Place: 


The Homestead. 


NRMC 4th Annual Conference on 
Records Management. New York, 
September 19-20. 


Sponsors: National Records Manage- 
ment Council, Inc.; Graduate School 
of Business Administration, New York 
University. Place: New York Univer- 
sity. 


ABA 83rd Annual Convention. Atlan- 
tic City, September 22-25. 

Sponsor: American Bankers Associa- 
tion. 


SPA International Systems Meeting. 
Los Angeles, October 7-9. 

Sponsor: Systems & Procedures Associ- 
ation of America. Place: Statler Hotel. 


National Business Show. New York, 
October 28-November 1. 


Sponsor: Office Executives Association 
of New York (New York Chapter of 
the National Office Management As- 
sociation). Place: New York Coli- 
seum. 


IMS 21st Annual National Time & 
Motion Study & Management Clinic. 
Chicago, October 30-November 1. 

Sponsor: Industrial Management So- 


ciety. Place: Hotel Sherman. 
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Built 
with a 
conscience 


Crestline equipment has never been 
built to meet a price—or to establish 
production records. 


Crestline was created to fulfill 
an ideal—and today you find, in 
every detail of design, operation 
and finish, the pride of 

fine craftsmanship. 


That is why Crestline is in a 

class by itself. Your own insistence 
on uncompromising quality, 

will be amply rewarded by the 
Crestline office or installation 

you specify. We shall be glad to send 
you our newest catalogue: 
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DRYING. 


Naa 


A Automatic paper dispenser 

For use in conjunction with photo- 
copy equipment, this new paper dis- 
penser protects photocopy paper fromm 
light exposure and automatically ejects 
one sheet of paper at a time with a 
touch of the electric ejector bar. It is 
a product. of American Photocopy 
Equipment Co., 1920 W. Peterson 
Ave., Chicago 26. (A-1) 


Stencil ink spray 
This Spray-O-Namel Stencil Ink Spray, 
available from Illinois Bronze Powder 
Co., Inc., 2023 S. Clark St., Chicago, 
is suitable for aerosol application on 
porous and non-porous surfaces. Water- 
proof and quick-drying, the spray may 
he obtained in a choice of 8 colors. 


(A-2) 


q Manifolding master carbon 

As many as 6 clear carbon copies can 
be prepared at the same time a direct 
process master is typed with use of 
this new manifolding master carbon, 
coated with a quick-release dye for- 
mula for sharp reproduction, states the 
manufacturers, Ditto, Inc., 6800 N. 
McCormick Rd., Chicago 45. (A-3) 


New 
for the office 


q Soft drink vendor 

This new soft drink vending machine, 
a product of the Vending Machine Di- 
vision of LaCrosse Cooler Co., La- 
Crosse, Wis., features a glass door and 
removable refrigeration unit and _ is 
available in two models: The Bev’ Trol 


81, and Bev’ Trol 106. (A-4) 


A Keysort data punch 

Introduced by Royal McBee Corp., 
Westchester Ave., Port Chester, N. Y., 
this compact non-electrical Keysort 
Data Punch punches Keysort Cards 
and imprints data on the card face 
simultaneously. (A-5) 


V Attachable speaker accessory 
For purposes of group listening, Edi- 
son Voicewriters now may be ordered 
with new built-in speaker accessory, or 
it may be attached to recent Executive 
and Executive Secretarial models in 
use. It is available from Thomas A. 
Edison, Inc., 51 Lakeside Ave., West 
Orange, N. J. (A-6) 


A Automatic photocopier 

The Eskophot El Combi 55, a Danish 
automatic photocopier, is produced in 
two models, for paper width to 9 or to 
14 in. It is available from U. S. Com- 
mercial & Distribution Corp., 350 Fifth 
Ave., New York 1. (A-7) 


If further information is desired, use Reader Inquiry Card on page 98. 
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A Check protector 

The Perma-Print check protector, a 
new product of Applied Research 
Corp., 2609 W. Twelfth St., Erie, Pa., 
is designed to print thousands of checks 
at one inking. It accommodates all 
bank check sizes and styles. The new 


model is priced at $29.50. (B-1) 


Portable intercom 
While designed basically for the home, 
this new model is one more of the 
series of “wireless” intercommunicat- 
ing units in the Masco line made by 
Mark Simpson Mfg. Co., Inc., 32-28 
49 St., Long Island City 3, N. Y. It 
can be plugged into standard lighting 
outlets wherever needed. (B-2) 


V Electronic file 

The Datafile is designed to provide 
rapid access to records stored on any 
of 50 250-foot magnetic tapes, for proc- 
essing by a Datatron electronic com- 
puter. It increases the memory capac- 
ity available to the computer and re- 
duces access time. ElectroData Div., 
Burroughs Corp., 460 Sierra Madre 
Villa, Pasadena, Calif. (B-3) 
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V Stencil duplicator 

This stencil duplicator is of the twin- 
cylinder type with an oscillating roll- 
er. It uses heavy ink, to eliminate 
leaking. When not in use, the ma- 
chine folds into a self-contained case. 
Bohn Duplicator Corp., 444 Fourth 
Ave., New York 16. (B-4) 


p> For loose papers 

Daco Card & Index Co., 301 Congress 
St., Boston, has introduced a hanging 
file folder with expanding side and 
bottom gussets to keep loose papers 


in place. (B-5) 


PRODUCTION 


INVENTORIES 


SCHEDULES 


DISPATCHING 


CONTROL MANUFACTURING PROCESSES— OFFICE PROCED 


A Visual control panel 

Acme Visible Records, Inc., Crozet, 
Va., is now offering lightweight pan- 
els containing from 25 to 100 clear 
plastic tubes, with provisions for color 
signalling and charting. Tubes may 
be removed and rearranged to suit all 
types of control records. (B-6) 


A Folding machine 

Martin-Yale Co., 2100 W. Fulton St., 
Chicago 12, has announced the intro. 
duction of an improved version of its 
Premier Auto-Folder Model CV. The 
machine has an automatic electric con- 
veyor-stacker and a number of con- 
struction and design changes. It makes 
seven basic letter folds. (B-7) 
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V Folding chair 

This is one of the new line of BeLA 
folding chairs made by the BeLA Div., 
J. & J. Tool & Machine Co., 9505 S. 
Prairie Ave., Chicago 28. The chairs 
are offered in gold bronze, copper-tone, 
and brushed chrome plated finishes, 
with spring cushion, padded, plywood, 
or steel seats. (C-1) 


Versatile partitions 
Workwall partitions, a new product of 
L. A. Darling Co., Bronson, Mich., 
offer several interesting ideas. The 
partitions are fastened to each other 
by simple attachment to uprights of 
brass-finished anodized — aluminum. 
These uprights also provide channels 
in which fixtures such as lamps and 
letter trays may be fastened at the turn 
of a screw. Panels are of Marlite; other 
materials are available. (C-2) 


A Lighting system 

Sylva-Lume, a new “wall-to-wall” 
lighting system introduced by Sylvania 
Electric Products Inc., 1740 Broadway, 
New York 19, is made of six compo- 
nents: an extruded aluminum track 
system, 3-foot-square contoured vinyl 
plastic diffusers, acoustic baffles, flat 
steel perimeter units, the lighting fix- 
tures, and lamps. (C-3) 


>» Swivel arm chair 
Featuring a steel base and tilting mech- 


anism with a_ long-wearing nylon 


thrust bearing, this No. 920 chair is 
available in vinyl, elastic vinyl, and 
elastic vinyl and plastic combinations. 
Foam rubber padding over coil springs 
is used for the seat. It is a new prod: 
uct of Invincible Metal Furniture Co., 
Manitowoc, Wis. 


(C-4) 


pur 


V Insertable shelf 


A new Insertable Typewriter Unit to 
permit a typewriter shelf to be added 
to any model of its steel desk line is 
now offered by Yawman & Erbe Mfg. 
(C-5) 


Co., Rochester 3, N. Y. 


nquiry Card on page 98. 
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Secretaries Week proclaimed 
Secretary of Commerce Sinclair Weeks, 
center, is shown signing the proclama- 
tion declaring April 21-27 as National 
Secretaries Week, with Wednesday, 
April 24, designated as National Sec- 
retaries Day. On hand for the signing 
are Miss Martha Rosamond, of Seattle, 
president of The National Secretaries 
Association (International), amd Harry 
M. Nordberg, president of the Office 
Equipment Manufacturers _ Institute, 
co-sponsors of the Week. 


News 
pictorial 


» Training the office workers of 1970 

A feature of the recent National Convention of the American Association of 
School Administrators, held in Atlantic City, was this capsule fifth-grade class- 
room shown by the Monroe Calculating Machine Co. Here Isabel Chester, a fifth 
grade teacher from Atlantic City, helps Richard Schwarzbach and Ruth Leeds. 


V Mosler joins century club 

The One Hundred Year Association of 
New York, composed of companies 
which have been in business in the city 
for 100 years or more, welcomes a new 
member, the Mosler Safe Co., which 
was organized in 1848. Here A. H. 
Thiemann, association secretary, pre- 
sents a plaque to John Mosler (center), 
the company’s executive vice president, 


and Edwin H. Mosler, president. 


V Suggestion rewarded 

Edward J. Hayden examines an IBM 
card punch with a new feature he rec- 
ommended under IBM’s suggestion 
plan system. The punch has a bed- 
plate designed to eliminate static elec- 
tricity, being made of a material sug- 
gested by Mr. Hayden. For his idea, 
Mr. Hayden received $5,000. He is a 
customer engineer at IBM’s Church 
Street office in New York City. 
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A Monthly Feature 


Tools of the Office 


Air Conditioning Equipment 


Fans and Air Circulators 


by Robert Beeman 


Modern air conditioning equipment is versatile. Shown here, for example, 
are two versions of what is basically the same unit. As equipped with decorative 
grilles (left) it may be mounted in a window; with grilles removed, (right) 
it may be connected to ducts so that it may be located in inconspicuous locations. 
Like many smaller units, it is of the air-cooled variety and is intended to 
provide air conditioning under local control. This is a Michell model. 


Localized control is possible also with air conditioning installations located 
remotely, Distributing units provide the individual office with conditioned 
air according to personal taste. This Trane installation beneath a window 
also reflects a trend toward placing the units in inconspicuous locations. 
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While many new office buildings fea- 
ture centralized air conditioning, 
often in combination with heating 
facilities, “package” units, containing 
in one console all the basic com- 
ponents, are growing in popularity. 
Installation is economical, and_ they 
provide localized control of air con- 
ditioning — an advantage when 
working at off hours, or in case of 
unit failure. This is a water-cooled 


Gibson model. 


A YEAR AGO this department re- 
ferred to air conditioning in the office 
as “a sort of cross between a fringe 
benefit and a tool of business.” 


During the year since, air condition- 


ing appears to have entrenched itself! 


in this position even more solidly than 
before. It has done so by winning in- 
creasing acceptance in two areas. 

In the “fringe benefit” area, air con- 
ditioning has taken its place with pen- 
sion plans, longer vacations, sick pay, 


and other benefits, as something a | 


prospective employee looks for when 
offering his services to a company. It 
falls more properly, of course, into the 
category of general working condi- 
tions. But it must be conceded that 
many companies these days feel they 
must make their offices attractive and 
comfortable if they are to draw to 
themselves the kind of help they need. 
Air conditioning is offered as an en- 
ticement to the prospective worker and 
it thus has acquired economic signifi- 
cance. It is becoming accepted in many 
offices as an expense necessary to the 
conduct of the business. 

At the same time, it is not an ex- 
pense without justification or economic 
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return. It has become accepted in the 
“tool of business” category as a means 
for increasing productivity. 

There is certainly no question that 
human beings do not work as efficient- 
ly under conditions that vary too wide- 
ly from a comfortable standard. An 
ofice too hot or too cold, too moist or 
too dry, is not only uncomfortable. It 
is inefhcient. It is inefficient because 
it is uncomfortable. 

Human beings are not machines. 
This is a fact which has been pointed 
out more and more insistently by ex- 
perts in human efficiency. Physical 
comfort is a definite factor in produc- 
tivity. Moreover, conditioned air is 
healthier, for it is cleaner and purer. 

Beyond the question of comfort is 
that of morale. Worker attitudes are 
complex and troublesome to analyze, 
but they are worth taking into account. 
The worker who feels his company is 
interested in his welfare is likely to be 
a better worker than one who has the 
impression his company doesn’t care 
about him. To the extent that the 
presence of air conditioning convinces 


| him that his comfort matters to some- 


one higher up, it can be, therefore, an 
element in improving morale and 
productivity. 


Economic value can be measured 


The method by which manufactur- 
ers of air conditioning equipment like 
to prove the financial worth of making 
an installation is to argue that on a 
hot day the average worker’s produc- 
tive loss is about equal to one hour's 
normal work. If this is true (and there 
is certainly a good argument for be- 
lieving it is), then the financial loss 
in hot weather is measurable by multi- 
plying the number of workers affected 
by their average hourly rate of pay. 
During a hot summer this figure can 
reach large proportions. 

Partially offsetting this loss, of course, 
is the cost of the equipment and of its 
operation and maintenance. It is 
argued that in most parts of the coun- 
try there are enough ‘hot days in the 
year that losses in productivity should 
cover the cost of installation, opera- 
tion and maintenance within two or 
three years. 

Regardless of ‘human comfort, how- 
ever, there are some types of work 
which cannot be performed well if 
temperatures and humidity exceed cer- 
tain limits. Much punched card work, 
for cxample, is handicapped wher 
conditions become extreme. 
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what conditions may be considered op- 
timum. A room temperature of 70 
degrees, for example, may feel warm 
to men engaged in heavy work, while 
it may seem cool to a seated worker. 

The factors which determine com- 
fort are numerous. Temperature is an 
obvious one, but is by no means the 
only one. The degree of relative hu- 
midity is important. So are the de- 
gree to which the air is in motion and 
the extent to which the occupants of 
a space are engaged in physical activ- 
ity. 

Air conditioners are used to control 
both heat and humidity, and, depend- 
ing on fan and louver arrangements, 
can be used to keep air in motion. 

The primary need in selecting a unit 
lies in judging accurately the capacity 
for cooling and dehumidifying _re- 
quired for the space in which the unit 
is to be installed. 


Size varies with many factors 


Too often it is assumed that the size 
of a unit should be determined by the 
size of the space to be conditioned. 
There is a relationship, it is true—if 
all other factors are equal, a two 
horsepower unit will cool to the same 
degree a space twice the size of one 
cooled by a one horsepower model. 

But there are so many other factors 
that it is nothing short of foolish to 
assume that the size of unit should be 
measured by the size of the space. 
From the chart on page 52 it will be 
seen, for example, that a two horse 
power unit may be effective in some 
cases in cooling a room with a floor 
area of 1,500 square feet, whereas in 
other conditions, it may be inadequate 
for a room larger than 300 square feet. 

This is a considerable spread, and 
this fact should make it obvious that 
selection of a unit should not be left 
to the amateur—or even to the dealer, 
unless he is clearly competent to de- 


Today’s air conditioner is offered with 
many special features. The unit at 
the top, for example, is designed for 
casement windows. Below it is a 
model offering an air cleaning fea- 
ture as a health aid. Next is a design 
with shallow depth, for convenience 
in installations through walls and in 
other locations where bulk would be 
undesirable. The unit next below il- 
lustrates the trend toward through- 
the wall installation. At the bottom 
is an individual room unit distribut- 
ing conditioned air from a remote 
cooling system. (Pictures by courtesy 
of Sutton, Philco, Gibson, Whirlpool- 
Seeger. and Trane. respectively.) 


It is difficult to be specific about 
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Even when temperatures cannot be re- 
duced, -hot, moist climates can be 
made more bearable by using dehu- 
midifiers, such as these portable mod- 
els by Fedders and Kelvinator (Ebco). 


termine the requirements on the basis 
of an actual inspection of the building. 

Another example from the chart 
shows that a space with a floor area 
of 400 square feet may be cooled effec- 
tively by a three-quarter horsepower 
unit in some circumstances, while 
under other conditions, a two-and- 
a-half horsepower unit may be neces- 
sary. 

Why is this so? Some of the an- 
swers can be determined from a glance 
at the chart. 

In the first place, the natural heat in 
a space depends on whether or not it 
is shielded from direct overhead rays 
of the sun. If a space is on a top floor, 
under an uninsulated roof, it will 
naturally be hotter on a sunny day 
than a room which is protected by 
other spaces or insulation above it. 
In some cases, the former may require 
as much as twice the air conditioning 
capacity as the latter. 

In the second place, the amount of 
wall exposure to the sun causes a vari- 
ation in the internal heat. Rooms with 
northern or eastern exposures (in the 
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northern hemisphere, that is) should 
be cooler than rooms with a direct 
(unshaded) exposure to the sun from 
west or south. The latter may require 
from one-third to one-half more cool- 
ing capacity than the former. 

On the other hand, rooms with 
southern or western exposures, if 
shaded from the sun, may be no warin- 
er than rooms with northern or east- 
ern exposures. 

The prevailing climate is a third 
factor, owing, among other things, to 
the fact, that many building materials 
tend to absorb heat so that it is re- 
tained for a time; the greater the num- 
ber of days of high heat, the less op- 
portunity for that heat to be dissipated 
between ‘hot spells. It will be seen 
from the chart that the additional cool- 
ing capacity required in hot climates 
is generally from one-quarter to one- 
third more than that needed in cooler 
areas. 


Number of occupants a factor 


A fourth consideration is the num- 
ber of persons occupying the space. 
The human body generates a certain 
amount of ‘heat and gives off a certain 
amount of moisture. These factors 
must be overcome in addition to those 
attributable to climate. Examination 
of the chart will show that the cooling 
capacity needed for a room with from 
seven to ten occupants may have to 
be as much as twice that required 
when there are to be from one to three 
persons present. 

Not shown on the chart are the ef- 
fects of heat-generating office equip- 
ment. In addition, allowance must be 
made for the type of materials of which 
the building is constructed, the amount 
of window area, and the presence or 
absence of air-conditioning in adjacent 
spaces. 

It should be noted, further, that the 
chart does not indicate cooling capac- 
ities beyond two-and-a-half horsepower. 
This omission symbolizes deference to 
the fact that large installations should 
never be attempted without the guid- 
ance of an expert engineer. The possi- 
bilities for error are too large. 

Even the smaller installations should 
be determined only on the advice of 
a thoroughly competent and _ reliable 
distributor, and then only on the basis 
of an actual inspection and measure- 
ment of the space to be conditioned. 

Evidence of this need may be found 
in the results of certain surveys of pub- 
lic acceptance of air conditioning. Few 
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owners of air conditioning equipment 
appear to be dissatisfied with it, but 
those who are usually own smaller 
units. Evidently, cooling capacities 
have in some cases been oversold, or 
purchasers have been led to expect 
from individual room units the ability 
to provide conditioning for more than 
one room. 


Units must be of right size 


There is no point in underestimating 
the size of unit needed. A model too 
small will run continuously and at best 
will provide only “spot” cooling—only 
the areas near the unit will be cooled 
properly. It is interesting that some 
manufacturers of room air condition- 
ers appear to have shifted their em- 
phasis—both in manufacture and in 
sales approach—away from one-third 
horsepower models, and even from 
one-half horsepower units in some 
cases. Evidently it is felt that relative- 
ly few spaces can be conditioned prop- 
erly with these small units. 

However, a unit should not be too 
large, either. Air conditioners provide 
for both the lowering of temperature 
and the removal of excess moisture 
from the air. If a unit runs a reason- 
able length of time, both the temper- 
ature and humidity changes will be 
controlled in proper proportion with 
respect to each other. But these changes 
are not necessarily brought about at 
the same rates, and if the unit runs too 
short a time (as it will if it is too 
large for the space) or too long (if it 
is not large enough), the ratio of 
cooling to dehumidifying may be dis- 
turbed to a point at which its per- 
formance becomes less than entirely 
satisfactory. 

Obviously, care must be taken to 
select a unit of the proper size. 

The cooling capacity of an air con- 
ditioner may be measured in several 
ways. The most accurate, from 4 
technical standpoint, is the number of 
British thermal units of heat it can 
dispel in an hour. This figure will 
vary as operating conditions vary, and 
there will be differences between units 
of the same compressor horsepower. 
In general, however, a one-horsepower 
model will dispel about 12,000 B.t.u. 
each hour. The exact values for any 
unit may be obtained from the manu- 
facturer’s specifications. 


(To page 54) 
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Exclusively yours: 
timesaving 


KEYBOARD CONTROL 


on the world's fastest electric 


pe To give easier, faster typing — with no 
waste motion, all operating controls 

are located in the keyboard area on the 
Smith-Corona electric. In addition, there 
are many other Smith-Corona exclusives: 
Half Spacing . . . easiest, simplest method 

of error control and line justification. 

Page Gage. . . amazing device that lets you 
set a “bottom margin,” eliminating the 
usual worry about end-of-page typing. 

Call your local Smith-Corona representative 
today for a ten-minute demonstration. 


best business 
connection you ever made 


SMITH-CORONA ELECTRIC 
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MODERN 


Here in Old Town’s new Model 10 is a 
spirit duplicator with style! Handsome 


— colorful — as new as tomorrow! 


_ —— 


An Old Town first: the wonderful, 


work-saving tri-functional controls. ee 
ey 
' Operation of the Model 10 is simplicity E ; 
~ itself. Instruction time for new oper- ; 
; ators is a matter of a few minutes. | ae 
< 


Complete duplicating service in one compact unit. 
Delivers bright, sharp copies every time — in any 
combination of colors up to five, including black — 


on any size stock, from postcard to legal. 


INTERESTED? Then write for descriptive literature to Dept. OM47 
OLD TOWN CORPORATION, 750 Pacific Street, Brooklyn 38, New York. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page fi ' 
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(Continued from page 50) 

For the nontechnical reader, how- 
ever, a more convenient measure is 
the horsepower of the compressor unit, 
or, alternatively, the cooling capacity 
expressed in terms of the number of 
tons of ice that would produce the 
same cooling effect in melting over a 
period of twenty-four hours. 

By coincidence, each horsepower in 
the compressor motor produces a cool- 
ing effect approximately equivalent to 
the melting of one ton of ice. The 
terms “ton” and “horsepower,” there- 
fore, may be interchanged in_ this 
usage for most purposes, at least when 
discussing the smaller units. What one 
manufacturer calls a “two-ton” unit 
will be equivalent, for all practical 
purposes, to what another calls a “two- 
horsepower” model. 

Air conditioners are offered in dif- 
ferent basic types. Any unit in which 
all the essential parts are combined in 
a single unit may be referred to as a 
“package” unit. Room-size air condi- 
tioners usually fall into this category, 
although to distinguish them from 
larger package units they are custom- 
arily referred to as “room” air condi- 
tioners. 

Non-package units are installations 
assembled by obtaining the necessary 
components separately and combining 
them into an air conditioning system. 
Such installations are generally quite 
large, and are located centrally. They 
are considered beyond the scope cf 
this article. 

Individual room units (not counting 
those distributing units used in connec- 
tion with centralized installations) are 
designed for a variety of mountings. 
Some rest on window sills; if the de- 
sign permits, they may be mounted 
flush with the inside or outside wall, 
or at some point between. Some mod- 
els are in the form of small consoles 
resting on the floor. Other methods of 
installation are possible, such as 
through transoms above doors, and 
through walls. The “throagh-the-wall” 


Fans are available in many sizes and 
designs. Shown here are a window 
model, a portable table unit, a fan 
which can be mounted on a ceiling, 
and a floor model. To make full use 
of a fan, it is important to locate it 
so that it either brings in fresh air or 
exhausts stale air. Circulating air with- 
out changing it merely redistributes 
dirt and moisture to all present. (Pic- 
tures by courtesy of Frigid, Sutton. 
Ilg, and Diehl, respectively.) 
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type, in fact, is growing considerably 
in popularity, and many new build- 
ings, especially of the residential type, 
are designed to accommodate this type 
of unit. 

Larger package units may be located 
wherever desired within a building. 
As opposed to centralized air condi- 
tioning, they permit localized cooling, 
which may save expense if a part of an 
office is to be used during off hours, 
and in cases of breakdown can limit 
inconvenience to a localized area. 


Heat is not destroyed—only removed 


One essential fact about air condi- 
tioning is that the cooling of air does 
not mean that heat is destroyed—it is 
merely removed. Consequently, no 
air conditioner can perform its task 
unless provision is made for disposing 
of heat removed from the air. 

This heat may be dissipated into the 
outside air or into a stream of water. 
If water is used, it may itself eventu- 
ally carry the ‘heat outside for dissipa 
tion into the air, or it may simply 
drain off through the sewage system. 

An air conditioning system is re- 
ferred to as water-cooled if water is 
the agent by which heat is carried away 
from the condenser, even though the 
water itself may subsequently be air- 
cooled. A system is described as air- 
cooled if water is not used. 

Air-cooled systems may empty ex- 
cess ‘heat directly into the atmosphere. 
This process is accomplished directly 
in the window-type unit, less directly 
by certain types of consoles and larger 
package units in which the heated air 
is removed by means of ductwork. 
Thus, any air-cooled system must pro- 
vide the necessary direct connections 
or ductwork to permit removal of heat 
from the system after it has been re 
moved from the air. 

Similarly, a water-cooled system 
must have the necessary plumbing con- 
nections to provide for removal cf 
water. If water supply is not a prob- 
lem, the water is often allowed to 
drain off. However, even in areas 
where water is plentiful, the increased 
use of air conditioning equipment has 
caused authorities to require the use 
of cooling towers. Such towers are 
used to cool the water itself so that it 
may be recirculated through the sys- 
tem, thereby reducing the demands on 
the water supply. 
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9600 » Diebold 


KEY TO LOW COST MOTORIZED MICROFILMING 
IS THIS HANDY, SIMPLE TO USE, FILM MAGAZINE! 


The exclusive film magazine, found only in the portable 
FLOFILM 9600, offers flexibility of operation undreamed of 
in any microfilm camera! By changing film magazines, 
many types of records (payrolls, accounts receivables, 
checks, etc.) can be recorded at the same time — all 

of which results in lowest cost microfilming! 


ON 


20 pounds. 
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ONLY TRULY PORTABLE CAMERA! 
Folds up and closes like a portable 
typewriter! Weighs approximately 


Name Title 
Company 
les and Service Offices in All Principal Cc City: Zono____.Tiate 


© ELIMINATES MANUAL TRANSCRIPTION! 


Saves time and labor by copying records 
to be forwarded (check registers, order 
registers, etc. ) at high speed and with 
no chance of transcription error! 


© CUTS COST OF AUDITS, SURVEYS! 


Easily carried to the documents saving 
valuable time and money! 


© ELIMINATES MILES OF FILES! 


Microfilmed records save 99% of 
valuable floor space! 


© PLUS HUNDREDS OF TIME AND 
MONEY SAVING APPLICATIONS! 


FREE FOR THE ASKING! 
Send for your copy of “An Introduction 
to Microfilm” showing how firms such 
as yours save money with microfilm! 


DIEBOLD, INC. Dept. 45 
Flofilm Division 
Norwalk, Conn. 


Please send copy of “AN INTRODUCTION TO 
MICROFILM” at no obligation. 
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The largest systems are normally 
water-cooled, but air-cooled systems 
can be quite extensive. 

Several technical trends have con- 
tinued in the last year. Among these 
are increased use of unit cooling. In 
some cases this means the use of more 
individual package units, while in 
other cases, centralized systems have 
been provided with a larger number 
of individual units for distributing 
conditioned air under localized con- 
trol. 

Technical refinements also have 
brought about a decrease in the elec- 
trical power required for a given cool- 
ing capacity. A year ago there were 
a number of low amperage models 
available in the three-quarter horse- 
power size. At that time, moreover, 
the three-quarter horsepower model 
was the largest unit which could be 
operated on standard 115-volt current, 
and alternative versions for 208- and 
230-volt current were usually available. 
This year, one-ton units are offered 
for 115-volt operation. 


Rewiring is often necessary 


It should be pointed out that only 
the very smallest units can be installed 
in many buildings without rewiring. 
Fire laws are often specific on this 
point, requiring a separate circuit for 
an air conditioner in order to prevent 
overload and possible fire. Newer 
buildings, of course, usually provide 
heavier wiring, and thus larger units 
can be installed without rewiring. In 
any installation of any size, however, 
special wiring is all but inevitable. 

A major trend is toward year-around 
air conditioning. Such an approach 
calls for combining the cooling facili- 
ties with central heating. 

The air conditioner is, in essence, 
a form of the standard electric refrig- 
erator. It is, therefore, a well tested 
piece of equipment. Although there 
are many different trade names on the 
market, the various models differ more 
in accessories and cabinet design than 
in their internal workings. In fact, a 
number of well-known makes are actu- 
ally not made by the manufacturer 
offering them, the essential compo- 
nents merely being assembled and 
placed in a cabinet by the manufac- 
turer whose name they carry. There 
are relatively few manufacturers of 
basic components. 

Some of the accessories offered are 
extremely valuable, notably thermostat 


Tools of the Office 


control. The value of the thermostat 
is that it causes the unit to run only 
when necessary, saving operating 
costs. Moreover, since a unit may 
work harder in trying to achieve a 
large change in temperature, the 
thermostat eliminates some operating 
cost because it turns the unit on when 
only a slight change of temperature is 
required to maintain the preset stand- 


ard. 
Timing device useful 


Timing devices can be especially 
helpful in offices. A unit adequate to 
cool a given space requires a certain 
amount of time on a hot day to reduce 
temperatures to a comfortable level. If 
it is not turned on until the beginning 
of the working day, there may be a 
period in which personnel will be in- 
convenienced by higher temperatures 
than they feel they should have to 
endure. The use of a timer, therefore, 
to turn the system on half an hour or 
so before the beginning of the work- 
ing day, can save complaints and in- 
convenience that could otherwise be 
overcome only by installing an ex- 
cessively large unit in order to reduce 
the temperature quickly. 

Room units are sometimes provided 
with heating facilities. Two types are 
offered: heating coils, which operate 
much like the coils of an electric toast- 
er; and “reverse cycle” heating. The 
latter is merely a reversal of the cool- 
ing procedure used in the customary 
operation of the unit. As has been 
noted, the cooling of air consists basic- 
ally of removing heat from it and 
transferring it somewhere else. In_re- 
verse cycle heating, heat is taken from 
the outside air and transferred to the 
interior of the building. It is possible 
to obtain sufficient heat for the purpose 
from outside air that seems to be quite 
cold. Below 40 degrees, this method 
is not particularly efficient. However, 
heating facilities on a room air condi- 
tioner are not usually intended for 
heating beyond what may be _neces- 
sary to take the chill out of an un- 
expected cold snap. 

Beyond air conditioning units, there 
are, of course, other types of equip- 
ment that can improve comfort on a 
hot or humid day. Dehumidifiers can 
be used to make hot climates more 
tolerable, even if the temperature is not 
reduced, and, conversely, overly dry 


climates can be made more agreeable 
by the use of ‘humidification equip- 
ment. 

Where none of these is available, the 
ordinary fan can add immeasurably to 
comfort. But it is important to ar- 
range the fans so that the air is changed 
periodically. When a fan operates in 
a closed room, it merely collects per- 
spiration and dust from all and redis- 
tributes them to all. Fans should be 
placed near windows, doors, or ducts, 
so that they either exhaust stale air 
or bring in fresh air. 

The following lists show the prin- 
cipal manufacturers of air condition- 
ing equipment and of fans and air cir- 
culators. The former also includes 
brief descriptions of the type of equip- 
ment offered by each company. 


The Manufacturers 


Air Conditioning Equipment 

Abbeon Supply Co., 179-15 Jamaica 
Ave., Jamaica 32, N. Y. Line of de- 
humidifiers includes models for offices, 
homes, and _ industrial applications. 
These can be installed on floors or 
stands (industrial models suspended 
from ceilings). Humidistatic controls 
available. Line of humidifiers can serv- 
ice from 150 to 40,000 cu. ft.; humidi- 
static controls used. 

Admiral Corp., 300 Cortland St., 
Chicago 47. Line of air-cooled air con- 
ditioners includes window, casement, 
and in-the-wall types. 

Airtemp Div., SEE: Chrysler Corp. 

Amana Refrigeration, Inc., Amana, 
lowa. Air conditioners of the window 
type in sizes up to 2 h.p., some of 
which can be mounted in walls. Some 
models are of thin type with maximum 
of 1514 in. from front to back. Also 
central-system home air conditioners, 
air-cooled. 

American Blower Corp., Detroit 32. 
Line of water-cooled package models 
in sizes from 3 to 20 h.p., with heating 
coils for steam or hot water. Individual 
room Diaflo units for distribution of 
conditioned air may be mounted ver- 
tically or horizontally. 


Next Month: 


Acoustical Materials 
Floor Coverings 
Movable Partitions 
Overhead Lighting 
Equipment 
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Arnot Steel PA , 
RTITION-ettes in 39, 54 and 68” heights. Outfit the whole office, from executive 


suite to henpen, with always-in-stock Ss 
Arnot furniture and partitioning components. = 


Order rectangular desks, l- desks, desks ; . 
at typing height, desks for the two- 

or three-worker team, credenzas, _- een 
conference tables—anything ’ 

you want or need—PLUS Re 
PARTITION-ettes *#! oo 


Everything Arnot comes in 
either STEEL or WOOD. 


PARTITION -ettes in four 
heights (all the way up to 86”) ae 
and 11 widths. And, make be 
office changes without fuss, 
thanks to Arnot flexibility. 
Write for full-color 
brochure showcasing Arnot 
components and new 
booklet entitled “A New 
Way Of Life In The Office”. 


<p tia = ies, 
Z Arnot’s new 86” 


_— PARTITION-ette 


ARNOT-JAMESTOWN DIVISION 
Aetna Steel Products Corporation 


Jamestown, New York 
Gentlemen: : Dept. OM 47 


I'd like to know more about the Arnot furniture components 
and PARTITION-ettes and receive literature. 


NAME TITLE 

FIRM NAME 

ADDRESS 

CITY ZONE STATE prc Ri ee ol 
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How XEROGRAPHY 


cuts duplicating costs and speeds paperwork 


for SIDLES COMPANY, OMAHA, NEBRASKA 


Saves $2,500 a year on plates alone. 
Saves 75% of time formerly used in 
copying operations... Paperwork that 


took 2 days now takes 10 minutes, te g 


using xerography! 
HARRY B. SIDLES, President r Py 


Sidles Company, with 250 employees in 
its Omaha plant and 250 in 33 branches 
in Nebraska, lowa and Kansas, maintains 
a perpetual inventory of 100,000 different 
items, including automotive parts, appli- 
ances and air conditioning components. 
In addition to the company’s branches, 
it does with 10,000 dealers. 
Harry B. Sidles, President, is enthusiastic 
about the ways in which xerography has 
speeded paperwork and reduced dupli- 
cating costs. 

500 Copies Each of 27 Pages in 4 
Hours: “A typical example of how valu- 
able xerography is to us can be pointed 
up by the matter of the excise tax on tires. 
Naturally, if this information 
is not distributed immediately 
to the field—neither the 


business 


sales- 


WRITE for proof-of-performance folders 
showing how xerography is saving time 
and thousands of dollars for companies 
of all kinds, large and small. 


THE HALOIDB COMPANY 
57-82X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U. S. cities and Toronto 


58 


man, nor the branches can properly quote 
to a customer. When a change occurs 
and we have had them as late at 2:30 in 
the afternoon—we make our revised 27 
:00 P.M. 

—and, using masters prepared by xerogra- 
phy, have multiple copies in the mail by 
6:00 P.M.!”" 

“But efficiency, speed of operation, and 
reduction of duplicating costs are not the 
only advantages we have gained from the 
equipment,” stated Mrs. Thelma D. 
Moore, Manager of the Production De- 
partment, “basically it saves the Sidles 
Company thousands of dollars a year 
having new prices listed the same day 
they are quoted and the lists out that 
same night. It is xerography which makes 
this rapid operation possible.” 


page lists—have them ready by 5 


The fastest, cheapest, most versatile way to make masters for duplicating 


Anything written, printed, typed or drawn can be quickly copied by 
xerography onto masters for duplicating. Copies in the same, enlarged, 
or reduced size can be made from one or both sides of the original 
material, by this dry, photo-exact, electrostatic copying process. New 
developments make xerography the one, all-purpose, fast and economical 
process for copying onto different types of masters for duplicating. 


HALOID 
XEROX 
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Amic Mfg. Corp., 21-25 44 Ave. 
Long Island City 1, N. Y. Air-cooled 
models include designs for mounting 
in windows and for  built-in-wall 
mounting. Sizes range from 4 to 1); 
tons. Some units equipped also for 
heating, using connections with steam 
or hot water. 

Bryant Mfg. Co., 2020 Montcalm St., 
Indianapolis 7. Line of larger package 
units, both air-cooled and water-cooled, 
in sizes from 2 to 5 tons for air-cooled 
models and 2 to 15 tons for water- 
cooled types. Some can be connected 
with heating facilities. 

Carrier Corp., 300 S. Geddes St., 
Syracuse 1, N. Y. Extensive line of air 
conditioners of all types, including 
window models, console-type room 
models, package models larger than 
room size in both air-cooled and water- 
cooled types, and other equipment. 
Sizes range from % to 20 hip. Both 
reverse cycle and coil-type heating are 
available, also connections with heating 
systems. 

Chrysler Corp., Airtemp Div., 
Webster St., Dayton 1, Ohio. Room 
air conditioners of the window, case- 
ment, and all-in-wall types, air cooled, 
in sizes from 1, h.p. Air-cooled pack- 
age models in sizes from 2 to 7% 
h.p.; water-cooled package models 
from 2 to 30 h.p. Central-type home 
units which can be combined with 
heating facilities. 

Circle-Air Industries, 244 Herkimer 
St., Brooklyn 16, N. Y. Line includes 
remote, ceiling+mounted Dual Condi- 
tioners, for both cooling and heating. 

The Coleman Co., Inc., 250 N. St. 
Francis, Wichita, Kans. Package units 
using either chilled liquid or direct 
expansion cooling coils, in sizes from 
1% to 4 hp. Self-contained cooling 
units in sizes from 2 to 5 tons. 

Cory Corp., Fresh’nd-Aire Div., 221 
N. La Salle St., Chicago 1. Fresh’nd- 
Aire line contains room units ranging 
from to 2 h.p. and two new lines. 
These are 2 and 4 hyp. air-cooled self- 
contained residential models and 2, 3, 
and 5 h.p. water-cooled models for 
“add-on” home installation, Also air- 
cooled and water-cooled commercial 
models from 2 to 5 hip. SEE ALSO: 
Mitchell Mfg. Co. 

Crosley Div., Avco Mfg. Corp., 1329 
Arlington Ave., Cincinnati. Air-cooled 
room models of the window and case- 
ment types. 


1600 
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JOE, You 


7" GOT ANY OH-OH ! 
Fe — 7 | SECOND AND 1 COULDA 


no | I'LL LOOK... | SWORN... 


- SORRY MAC, ), i aa 

| ! WHY 

| BUT... AH DION'T T ORDER 
SOME MORE! 


'_ -—-— wow we US 


and then he bought an 


TNS Ne VISIBLE 


4 
INVENTORY CONTROL SYSTEM P 


JOE, HAVE 
YOU GOT ~ 
4\144'S? |. 


‘ee 


YEP! HOW MANY 
DO YOU NEED? 
"CL SEND... ETC, 


Know what you have, where it is and when you 
will need more! Regardless of the size of 

your business, inventory control enables you to 
— get faster, more dependable results with 
se55— : substantial savings in work, time and money. 

: | : Ask the man from Acme to show you samples. 


—— ' SS 2, ACME VISIBLE RECORDS, INC. 


CROZET, VIRGINIA 
DISTRICT OFFICES AND REPRESENTATIVES IN PRINCIPAL CITIES 


p-—————- -— - - - - - - - - 4 
Y 

mor | ACME VISIBLE RECORDS, INC., Crozet, Virginia oo 

es i (0 Send us more information on Inventory Control System. 

==! (0 We are interested in Acme Visible equipment for. records. 

KIND OF RECORD 

| © Have representative call. Date Time | 
Company Attenti jg 
| | Address. | + 
1 City. Zone State | a 


i Syed 
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This man is an expert at putting 
more people, more office 

equipment in less space. 

| po | 


‘ 


THIS 12-PAGE CATALOG 
EXPLAINS HOW TO SAVE 


VALUABLE OFFICE SPACE 
with 
Peerless Modulettes 


and 


Removable Partitions 


Two easy steps are all that you need take to start 
saving valuable office floor space . . . to add greater 
efficiency to your office force. 


First, write for your free copy of this important 12-page 
catalog. It illustrates every type of modular unit . . . how 
to combine them into space-saving groups of office 
furniture. Removable partitions are catalogued in detail— 
fully explains ease of assembly. 


Then, when you’re ready for more expert advice, your 
nearby Peerless Dealer is ready to work with you towards 
the best combination for your office requirements. 


Start now . . . write for Catalog No. 121 
Yours for the asking. 


PEERLESS 


STEEL EQUIPMENT CO. | | 


_ 6600 Hasbrook Ave., Philadelphia 11, Pa. 


NEW YORK CHICAGO HOUSTON LOS ANGELES 


#@ metal desk, file or table for every office need = —___ 


Brrr rrereeemr@pr 
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Curtis Mfg. Co., 1905 Kienlen Ave., 
St. Louis 20. Watercooled package 
models in sizes from 3 to 20 h.p., with 
provisions for air cooling, and heating 
from heating coils, steam, or hot water. 
Line of central station package units, 
water cooled, with similar features, in 
sizes from 25 to 50 h.p. Water chillers 
for use with remote units, and other 
equipment. 

The Deering Air Conditioning Co., 
1069 Celestial St., Cincinnati. Air- 
cooled window models and casement 
models. Also units for “built-in-wall” 
installation, 

Drayer-Hanson, Inc., 3301 Medford 
St., Los Angeles 63. Air conditioning 
equipment includes water- and air- 
cooled package units in sizes from 3 
to 5 hp., and a water-cooled package 
line in sizes from 3 to 15 h.p. with fac- 
ilities for steam coil or hot water heat- 
ing. 

Dryomatic Corp., Alexandria, Va. 
Commercial, industrial, and household 
dehumidifiers. 

The Ebco Mfg. Co., 265 N. Hamil- 
ton Rd., Columbus 13, Ohio. Kelvin- 
ator and Oasis lines of dehumidifiers 
of small, caster-mounted type. 

The Emerson Electric Mfg. Co., 
$100 Florissant Ave., St. Louis 21. Air- 
cooled window units in sizes from % 
to 1% hyp. Reverse cycle heating avail- 
able. 

Emerson Radio & Phonograph Corp., 
14th & Coles St., Jersey City, N. ]. 
Window and casement models, air- 
cooled, in sizes from 4 to 2 h.p. Heat- 
ing coils available. 

Fedders-Ouigan Corp., Maspeth 78, 
N. Y. Line of window units, air-cooled, 
in sizes from % to 2 h.p. Through-the- 
wall models in sizes from *4 to 1Y% 
h.p. Line of Fedders Adaptomatic 
package units, air-cooled, in sizes from 
2 to 3 h.p. Also line of dehumidifiers. 

Fresh’nd-Aire Co. SEE: Cory Corp. 

Friedrich Refrigerators, Inc., 1117 E. 
Commerce St., San Antonio 3. Win- 
dow models, air-cooled, in sizes from 
% to 1% hp. Package models larger 
than room size, in 
water-cooled designs. 

Frigidaire, Div. of General Motors 
Corp., 300 Taylor St., Dayton 1, Ohio. 
Line of 
some with heating coils, in sizes from 
VY, hp. Air-cooled 
package models in sizes to 15 hp. 
Also line of dehumidifiers. 

General Electric Co., Air Condition- 
ing Div., 5 Lawrence St., Bloomfield, 


N. ]. Window models, air-cooled, in- 


air-cooled and 


air-cooled window models, 


and water-cooled 
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SPEED... 
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figuring | >: 
need 
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; | NEW Series C | 
“| BURROUGHS CALCULATORS 


p. 
EB. | JUST TOUCH THE KEY AND SEE! New Series C Burroughs 
“d Calculators cut mountain-size calculating jobs down to molehill 
_ height. They’re fast. They’re easy to operate. They’re quiet. They 
ce make peak production a pleasure, maximum savings a sure thing. wer 
1 2 
A complete line to serve you: (1) hand-operated portable, (2) 
vs | single-total, hand-operated or electric, (3) electric two-total Duplex 
‘0. with Memory Dials for automatic grand or net totals, no recapping. 
. a Beautiful two-tone color styling on all models. 
= an Want to put them through their paces? Call our nearest branch 
ed office for a free demonstration without obligation. Or write 
- Burroughs Corporation, Detroit 32, Michigan. “Burroughs” —Reg. T.M. 
n- 
d, | 
n- | 
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= Office Duplicating 
< can be clean... 


¢ . 
o. . 
er) ke 

When you use Azograph®—the gees 


new, low-cost short-run duplicating 
process with positive cleanliness. 


AB: DICK 


, — AZOGRAPH * OFFSET * SPIRIT * MIMEOGRAPH 
‘ IMPRESSION PAPERS * FOLDING MACHINES 


: , git erie, 
way . 


Mail coupon for 
more information 


A. B. Dick Company, Dept. OM-47 
5700 Touhy Avenue, Chicago 31, Illinois 


Please send me more information about Azograph—the new, positively clean 
duplicating process. 


Name Position 
Organization 

Address 

City State 
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Tools of the Office 


cluding “thin” designs. Package mod- 
els, larger than room size, of air-cooled 
and water-cooled types. 

General Motors Corp. SEE: Frigid- 
aire, 

Gibson Refrigerator Co., 515° Wil- 
liams St., Greenville, Mich. Laine of 
air-cooled window units in sizes from 
¥% to 2 h.p., adaptable for convention- 
al window, casement, or through-the- 
wall installation. Package units larger 
than room size, air-cooled and water 
cooled. 

Hunter Div., Robbins & Myers, Inc. 
SEE: Robbins & Myers, Inc. 

Kelvinator Div., American Motors 
Corp., 14250 Plymouth Rd., Detroit 32. 
Air-cooled models of the window and 
built-in-wall types. Also, dehumidifi- 
ers of small, caster-mounted type. 

Lewyt Air Conditioner Corp., 5702 
First Ave., Brooklyn 20, N. Y. Built- 
in-wall models, air-cooled, in sizes 
from 4 to | h.p. 

Mitchell Mfg. Co., Div. of Cory 
Corp., 3200 W. Peterson Ave., Chicago 
45. Room air conditioners of the win- 
dow and casement types in sizes from 
% to 2 hp., some with heating coils. 
Line of remote equipment, air-cooled, 
in sizes from 2 to 5 h.p., for ceiling 
mounting. Compax line, from 2 to 4 
hup., air-cooled, can be _ installed 
through a wall, in a window, or with 
ductwork; has reverse cycle heating. 

Perfection Industries, Div. of Hupp 
Corp., 7609 Platt Ave., Cleveland 4. 
Centralized air-conditioning — equip- 
ment in the 2-to-40-ton range. Both 
air-cooled and water-cooled models 
available. 

Philco Corp., Tioga & C Sts., Phila- 
delphia 34. Window-ype air-cooled 
models in sizes from %4 to 2 h.p., some 
of them featuring “Ionitron” negative 
ion air purifying system for cleaning 
air and relieving hay fever. Air-cooled 
room models of built-in-wall and con- 
sole types. Air-cooled package models 
larger than room size. 

Radex Corp., 2076 Elston Ave., Chi- 
cago 14. Line of Dustronic electro- 
static precipitators for air purification. 

Radio Corp. of America. SEE: 
Whirlpool-Seeger Corp. 

Remington Corp., Air Conditioning 
Div., Willey St., Auburn, N. Y. Line 
includes air-cooled window models in 
sizes from *%4 to 2 h.p., air-cooled Con- 
solaire units from % to | h.p., and air- 
cooled and water-cooled console mod- 
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| ESTERBROOK presents the RECORDER 


EE 


« 


Now a truly dependable ball point desk set 


It writes 100 hours without refilling. At last, here is 
a desk ball point you can depend on. It took 9 years 
for Esterbrook to perfect the Recorder—and this 
painstaking craftsmanship shows in its superb writ- 
ing quality. 

The Recorder starts writing instantly. Ink flow 
is steady—no blotting or “starving.”” Ink won't 
smear... yet it washes right out of clothes. 


New Wordathon Refill Cartridge writes up to 5 


times as long as ordinary ball points—more than six 
months’ normal office writing for only 69¢. 

Think how much this can save you in convenience 
and low, low maintenance costs! 

This amazing Wordathon Refill Cartridge comes in 
your choice of red, blue or black ink . . . fine or me- 
dium ball sizes. Try the new Esterbrook Recorder 
desk ball point soon. $2.95 at list for the complete 
set. Recorder de luxe, $3.95. 


New Wordathon Cartridge shown full size 
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els from 1 to 2 hp. Also units for the 
“Incremental System” of heating and 
cooling for multi-room buildings. De- 
humidifiers also available. 

Rheem Mfg. Co., 7600 S. Kedzie 
Ave., Chicago 29. Window models, 
air-cooled, and Add-On central air 
conditioning systems, and other types. 

Robbins & Myers, Inc., Hunter Div., 
2500 Frisco Ave., Memphis. Air-cooled 
window models in sizes from *4 to 144 
h.p. Casement models, air-cooled, in 
VY, and % hyp. sizes. 

Servel, Inc., 119 N. Morton Ave., 
Evansville 20, Ind. Window-type mod- 
els, air-cooled, in sizes from *%4 to 14 
h.p. Larger water-cooled models for 
year-around use, in sizes from 2 to 5 
tons, with provisions for steam coil 
heating. 


Tools of the Office 


Shana Mfg. Co., 188 W. Randolph 
St., Chicago 1. Package units in sizes 
from 2 tons to 6 h.p. Air-cooled and 
water-cooled models available. 

Spitzka Mfg. Co., 235 Colfax St., N. 
Sacramento, Calif. Portable “spot cool- 
ers” of the evaporation type. Also a 
line of evaporation-type air washers. 

Sub-Zero Freezer Co., Inc., P. O. 
Box 2017, Madison, Wis. While cur- 
rent information was not available at 
press time, this company has made 
room air conditioners. 

The O. A. Sutton Corp., Inc., 1812 
W. Second St., Wichita 1, Kans. Line 
of air-cooled window models in sizes 


from ¥ to 2 h.p.; casement models 


Use 
FIDELITY 


For Thin Letterheads, 


Copies, Records 
and Forms. 


Reduces typing, mailing 


and filing expenses. 


Send for this 


PROVE-IT-YOURSELF KIT 


of Fidelity Onion Skin 


ESLEECK MANUFACTURING co. 
TURNERS FALLS, MASSACHUSETTS i’ 


The ONLY concern in the United States SPECIALIZING in 
bie manufacture of rag fiber ONION SKIN and MANIFOLD > 
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available. Package models, air-cooled, 
larger than room size, in sizes from 
2 to 3% hp. for central cooling, cap- 
able of connections with heating sys- 
tems. Also a line of air-cooled models 
for automobiles. 

The Trane Co., La Crosse, Wis. 
UniTrane individual room units are 
used with multi-room air conditioning 
systems to provide individual control; 
can be connected with heating systems; 
ceiling and concealed installations are 
possible. Line of induction-type units 
also offered, as is a line of package 
units, with heating facilities, in sizes 
from 3 to 20 tons. 

Typhoon Air Conditioning Co., 505 
Carroll St., Brooklyn 15, N. Y. Line 
of package models, larger than room 
size, water- or air-cooled, in capacities 
from 2 to 40 tons. Line includes water 
chillers, air-cooled models, and equip- 
ment providing for heating. Built-in- 
wall air-cooled models also offered. 

Union Asbestos & Rubber Co., 332 
S. Michigan Ave., Chicago. Equip- 
ment includes ceiling models in sizes 
from 3 to 7 tons, capable of steam 
or hot water heating coil connections; 
air-cooled and water-cooled package 
units in sizes from 2 to 5 hyp.; and 
Royal-Aire water-cooled package mod- 
els in sizes from 3 to 15 tons. 

U. S. Air Conditioning Corp., 7900 
Tabor Rd., Philadelphia 11. Package 
units, both air- and water-cooled, in 
sizes from 3 to 20 th.p.; heating coils 
can be added. Also line of air-cooled 
condensers and blower coils in sizes 
from 2 to 7% h.p. 

Walton Laboratories, Inc., 1186 
Grove St., Irvington 11, N. ]. Line of 
room humidifiers, including both port- 
able and console types. Humidistat 
control optional on some models, stand- 
ard on others. 

Welbilt Corp., 57-18 Flushing Ave. 
Maspeth 78, L. 1., N. Y. Line of air- 
cooled window units in sizes from *%4 
to 2 h.p., some with electric coil heat- 
ing. 

Westinghouse Electric Corp., 3 Gate- 
way Center, Pittsburgh. Line of win- 
dow models in sizes from 4 to 2 h.p.; 
electric and reverse cycle heating avail- 
able. Also a line of package models 
in sizes from 2 to 15 tons. 

W hirlpool-Seeger Corp., North Shore 
Administration Bldg., St. Joseph, Mich. 
RCA Whirlpool line includes window- 
type air-cooled models in sizes from 
to 2 h.p., some of them suited for case- 
ment windows, some for in-the-wall 
installation; some have reverse cycle 


OFFICE MANAGEMENT 


2 
pre ——— aS 
sy 5 
ee : 
. = t , 
ee 
~ \ 
"se ee ae a ae ee ae te a | 2 
ath 5 | | 
whet t e 
es e | 
Pa, e | 
nat ‘ ge) ® | 4 
mi” 2 ¥\ oh e | s 
=k ° © | a, 
aoe onio® | ti 
os eI s ° « | A 
le “ | oe 
= . | @ 
a } % 
a e es . 
ae ~ « | a 
oe ; & 
Bae ties | 
: ; r ) ; 
. ee | | 
XS | 
Nee | 4 
tien | 
em | 
= Te | 
a Yon? i | 
es | | 
m ee vs | 
- en, ae j 
Es oe | | 
e: es | | | 
wae} 435) | | 
ae =e) Gg | 
e : &§ 
— a | 
ah. 
pera hee, | 
see | ( 
Sao 
bens ee ee A 
” ae a“ 
om te m . 
“a Pree .. y = i "= a: a ves om ee Ea : = as ree 2 > z er. aoe ; 
eee tae ee a ii ie ck (—— ae ee apa: ie 


Cluttered top is fault of desk — not the person 


Are men really neater than women? 


We don’t want to get into any argument about the 
neatness of men versus women. But Shaw-Walker 
does know that desk neatness and work efficiency 
have a definite relationship. When new Shaw- 
Walker ‘‘Clutter-Proof” Desks go into an office, 
work efficiency and work output go up. Here’s why. 

Fully 75% of the things that drift around on top 
of other desks have a specific place inside this desk. 


by “Built Like a 
Skyscraper” 


SHAW-WALKER 
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Time-wasting “desk top clutter” can now be 
eliminated for both men and women 


There are off-the-desk trays for 
incoming, outgoing and pending 
letters, off-the-desk space for 
work organizers, work separators, 
deferred projects, tickler, binders, 
books, pads, forms, card lists. 
Most ingenious of all is an in-drawer wastebasket 
and provision for in-drawer phone! 

With a Shaw-Walker ‘‘Clutter-Proof’’ Desk, 
usable working space on the desk is actually doubled. 

See these new color-styled ‘“‘Clutter-Proof”’ 
Desks at our local branch store or dealer or write 
Shaw-Walker, Muskegon 43, Michigan, for booklet 
‘This desk is time-engineered to help you.” 


Largest Exclusive Makers of Office Equipment 
Muskegon 43, Mich. Representatives Everywhere 
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heating. Line of central air condition- 
ers, air-cooled, in sizes from 2 to 5 h.p. 
Also a line of dehumidifiers. 
Worthington Corp., Harrison, N. |. 
Water- and air-cooled: package models 
larger than room size, in capacities 
from 2 to 5 h.p. Water-<cooled pack- 
aged units with coil heating, in sizes 


Fans, Air Circulators, 


The following list contains the 
names and addresses of the major man- 
ufacturers of fans and air circulators. 
Because of the wide variety of equip- 
ment of this type available, no attempt 
is made in this limited space to in- 
dicate the specific types of equipment 
offered by each company. 


from 3 to 15 h.p. Air-cooled condens- 
ing units in sizes from 2 to 5 h.p. 

York Corp., York, Pa. Room air 
conditioner line includes window, 
built-in-wall, and console types, all air- 
cooled. Also a line of package models 
larger than room size, of air-cooled and 
water-cooled types. 


and Similar Equipment 


Air Controls, Inc., 2310 Superior 
Ave., Cleveland 14. 

American Blower Corp., Detroit 32. 

Argus Mfg. Co., 1134 N. Kilbourn 
Ave., Chicago 51. 

Bar-Brook Mfg. Co., 6133 Linwood 
Ave., Shreveport, La. 

Chelsea Fan & Blowér Co., Inc., 639 


...rub out mistakes easily... 


use Enaaalle Bond by neenah 


You can rub out mistakes easily on Erasable bond. It has a special 
hard top-sizing that keeps typewriting on the surface where it is 
easy to remove. There’s never a telltale sign to mar the perfect surface. 


Erasable bond has the bright, white appearance of a regular bond. 
Erasable bond keeps its good looks. Even after repeated erasings the 
surface is not damaged. (The fibers are exceptionally well beaten 
to prevent internal shear. This is a manufacturing term.) 


eee wee weer eee eee eee eee eereeeseee 


Please send me free samples 
of Erasable Bond developed 


by the Neenah Paper Company 
OM2 M4 A Division of Kimberly-Clark Corp 


Signature 


wisconsin 


Attach to your business letterhead and mail to: 


neenah paper company, neenah, wis. 
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South Ave., Plainfield, N. ]. 

Childlore Co., 331 Southwest Blvd., 
Kansas City 8, Mo. 

Commander Mfg. Co., 4225 W. Kin- 
sie St., Chicago. 

Cory Corp., Fresh’nd-Aire Div., 22\ 
N. La Salle St., Chicago 1. 

Dayton Electric Mfg. Co., 126 8. 
Oakley Blvd., Chicago 12. 

Diehl Mfg. Co., Finderne 
Somerville, N. ]. 

The Emerson Electric Mfg. Co., 8100 
Florissant Ave., St. Louis 21. 

Fasco Industries, Inc., Davis & Top- 
pin Sts., Rochester 2, N. Y. 

Fresh'nd-Aire Co. SEE: Cory Corp. 

Frigid, Inc., 128 32 St., Brooklyn 32, 


Ave., 


The A. C. Gilbert Co., 
Square, New Haven 6, Conn. 

Goodwill Mfg. Co., 1215 S. 52 Ave., 
Cicero 50, Til. 

Hunter Div., Robbins & Myers, Inc. 
SEE: Robbins & Myers, Inc. 

lig Electric Ventilating Co., 2850 N. 
Pulaski Rd., Chicago 41. 

Kisco Co., Inc., 2400-40 DeKalb Sz., 
St. Louis 4. 

Lasko Metal Products, West Chester, 
Pa. 

The Lau Blower Co., 2001 Home 
Ave., Dayton 7, Ohio. 

LeJohn Mfg. Co., 111 22 St., Hunt 
ington, W. Va. 

Manning-Bowman 
Electric Co., Elgin, Ill. 

Radex Corp., 2076 Elston Ave., Chi- 
cago 14. 

Reed-Unit Fans, Inc., 1001 St. 
Charles Ave., New Orleans. 

Phil Rich Fan Mfg. Co., Inc., 2900 
Caroline St., Houston 4. 

Robbins & Myers, Inc., Hunter Div., 
2500 Frisco Ave., Memphis, Tenn. 

Seabreeze-America Ltd., 701 Seneca 
St., Buffalo, N. Y. 

Signal Electric Div., King-Seeley 
Corp., 1823 13th, Menominee, Mich. 

Stratfield Co., 434 Grand St., Bridge- 
port, Conn, 

Superior Electric Products 
Box 426, Cape Girardeau, Mo. 

The O. A. Sutton Corp., Inc., 1812 
W. Second St., Wichita 1, Kans. 

Victor Electric Products Inc., 2950 
Robertson Rd., Cincinnati 9. 

Viking Air Products, 5601 
worth Ave., Cleveland 2. 

W. W. Welch Co., 1010 Enquirer 
Bldg., Cincinnati 2. 

Westinghouse Electric Corp., 3 Gate- 
way Center, Pittsburgh. 

Wilster, Inc., 5700 Detroit Ave., 
Cleveland 2. 
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APRIL 1957 


Appearance Always Counts 


eoeeeeee eo8e e @ Bre 


Whether your office is at the North Pole or Main Street, | 
U.S.A., the appearance of your business letters counts a- 4} 
plenty. That's why appearance-conscious secretaries every- re 


where insist upon Columbia Ribbons and Carbons to create ee 
that correct impression their office correspondence must have. * 
Columbia Ribbon and Carbon Manufacturing Co., Inc., 

Glen Cove, N. Y. . 


RIBBONS AND CARBONS 


CLASSIC + SILK GAUZE + MARATHON + COMMANDER 
PINNACLE . RAINBOW ° DH&D . TITAN 
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AMA establishes new advanced management academy 


THE AMERICAN Management As- 
sociation announced last month the 
formation of an Academy of Ad- 
vanced Management under its aus- 


pices. Site of the Academy will be 


the former Trudeau Sanatorium, at 
Saranac Lake, N. Y. 

Title for the sanatorium’s 90 acres 
of grounds, and 60 buildings was 


transferred March 12, and plans of 


the AMA for its new educational 
center were outlined by Lawrence A. 
Appley, AMA president at a town 


meeting for Saranac Lake residents 


that evening. 

Most of the activities to be carried 
on at the new academy will be new 
to the AMA and to management, Mr. 
Appley declared. One of the princi- 
pal activities, he said, will be man- 
agement research. 

“This it is difficult yet to identify 


or describe,” the continued. “It will 


be, however, of three kinds insofar 
as we can now determine it: research 
in the methods of adult education; 
research toward the organization of 


management knowledge; original and 
basic research in the field of human 
motivations.” 

According to Appley, the most im- 
portant work at the Academy will 
be development of the concept of 
“management internship.” 


Management comes into its own 


“Management,” he stated, “is com- 
ing into its own as a profession, rec- 
ognized as an activity unlike any 
other activity, requiring specific 
qualifications and special training. 
Management is today where the medi- 
cal profession was when it came to 
the conclusion that working in a 
drug store, or helping a doctor in his 
office or the operating room was not 
sufficient preparation to be a doctor. 
Management has within the last ten 
years declared that exposure to man- 
agement or helping managers is not 
sufficient preparation to be a manager. 

Analyzing true professional educa- 
tion in terms of a doctor’s prepara- 
tion, Appley said that doctors now 


DESTROY OLB FILES, VITAL 
RECORDS, CONFIDENTIAL PAPERS 


Attractive gray hammertone finish. Neat, 
quiet, clean. 10-day free trial on any size 
shredder. Write today for literature de- 
scribing the only complete line of paper 
shredders in the world! 


SAFE, SELF-FEEDING - PORTABLE! 


THE ONLY OFFICE PAPER SHREDDER that destroys con- 
fidential papers safely because it's self-feeding! No sticking 
or jamming. Your secretary simply loads the machine, turns 
it on, and the papers are fed in—automatically and safely! 


receive a four-part education: basic 
education, internship, actual inde- 
pendent practice, and, continuing 
education in the form of professional 
journals, conferences, etc. 

“This complete educational _ pro- 
gram is not yet available to the busi- 
ness manager, he pointed out. Basic 
management education thas been avail- 
able, as has actual working experience, 
and continuing training in the form 
of conferences, seminars, etc. But in- 
ternship has always been omitted, he 
said. 

“Therefore,” Appley continued, 
“when we say that the program phase 
of the work that will take place at 
the Academy is in the nature of 
management internship, we mean 
that managers will be practicing the 
various skills of management under 
the constant supervision of experi- 
enced and competent people. This 
means that managers will be learning 
how to plan work, assign work, su- 
pervise work, appraise work, improve 
work, and motivate people to do 


INDUSTRIAL SHREDDER 
Hd tte Lompany 


301 MILL ST. 
SALEM, OHIO 
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SORG'S 410 Translucent 


Whiteprint Master Copy Paper 
| A> efor LOW-COST Direct-Copy 


Reproduction 
e Perfect Copies 


EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVERY 
business form. 

Sorg’s 410 Translucent is manufactured 
with controlled translucency so’ that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 


to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable — stands up well under 


erasures and frequent handling 


Your request on your own business letterhead will bring you 
a portfolio of 410 Translucent sample sheets for testing on 
your own direct-copy machine — as well as the name of your 
nearest Sorg paper distributor. 


pER COMPANY ~~ 


Middletown, Ohio 


Manufacturers and Converters of Stock Line and Specialty Popers 


Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 
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TelAutograph* telescriber 
systems of Electronic Longhand 
are manufactured by 


Telluilograph 


APRIL 


WORK SMARTER...NOT HARDER! 


WRITES 


8700 Bellanca Avenue, 
Los Angeles 45, California 


*Trode 


1957 


ee 


| 
| 
| 
| 
| 
| 
| 
| 
| 
CORPORATION 
| 
| 
| 
| 


€57 TelAutograph Corp. 
mark Reg. U.S. Pat. Off. | 


“THE END” TO PROFIT SLUMPS... 


... by eliminating costly, outmoded methods and systems 
that weigh operations down, put a drag on efficiency. 
Electronic Longhand helps you chart your own course to 
new profit highs because it transmits your orders, 
messages and data instantly ...accurately... 

in permanent handwriting ... simultaneously to 
everyone concerned. Already, in all sorts and sizes of 
organizations, Electronic Longhand has perked up 
methods to new peaks — speeding work flow... 
eliminating errors ...cutting expense. Like to see how 
Electronic Longhand can help you work smarter, not 
harder? Just fill in the coupon and mail it today... 


ee ae 


- 3 ihr / I want to WORK SMARTER, NOT HARDER. Mail literature on Wx 
NAME POSITION 

COMPANY es 
STREET __ — CITY : 
COUNTY STATE 


TYPE OF BUSINESS 


TELAUTOGRAPH CORPORATION « 8700 Bellanca Ave., Los Angeles 45, California Dept. D 
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If your files are a “mess” 
—papers jumbled in 
bulging, dog-eared fold- 
ers, records lost or mis- 
filed — if you're losing 
minutes and dollars, 
wearing down your 
nerves every time you 
want to file or find a let- 
ter, order, invoice, Here's 
Peace! ACCO-filing will 
stop this war of nerves— 
keep all your papers 
neatly, correctly filed, 
safely bound, where you 
want them when you 
want them. 
ACCOPRESS Binders and ACCOBIND 
Folders solve your file problems—are avail- 
able in most any size, any capacity, with or 
without tabs—and at transfer time you just 
slip the contents, stil! bound, from Accobind 
Folders, saving the covers for year after year 
of more filing. 


Ask your stationer about Acco-binding. 


The Accopress 
Binder com- 
bines loose leaf 
convenience. 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 
THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 
and other filing supplies 


ACCO PRODUCTS 


A Divisionof NATSER Corporation 
Ogdensburg, N. Y. 


in Canada: Acco Canadian Co., Ltd., Toronto 


their best at work. Beyond this gen- 
eral idea we have not yet proceeded 
in our program. 

He predicted that Saranac Lake 
will “become a great management 
center which will have a great effect 
on the lives of millions and millions 
of people.” 

Management internship, at least in 
its early stages, will differ from medi- 
cal internship in timing, he declared. 
Internship will not necessarily precede 
practice, as it does in medicine, he said, 
since such a program has never be- 
fore been available for managers, and 
therefore many managers who have 
been practicing for years may well 
round out their preparation by “in 
terning” at the new Academy. 

The Trudeau Sanatorium was the 
first institution in the county for the 
open air treatment of tuberculosis. It 
closed as a hospital after new drugs 
used in t.b. treatment shortened the 
period of hospitalization necessary and 
state and local facilities expanded their 
t-b-centers. The Trudeau Foundation 
will continue to operate its research 
laboratories at the Saranac Lake center. 


Operations researeh— 
(From page 33) 


solutions in the paper industry, and 
the second speaker will be A. F. Shor- 
key, general superintendent, Alkali 
Products, The Dow Chemical Co., 
Freeport, Tex. Four case studies in 
a preliminary operations research ap- 
proach will be presented by Mr. Shor- 
key. A panel discussion, led by Leon- 
ard Swanson, manager in charge of 
operations research, Arthur Andersen 
and Co., Chicago, will conclude the 
first day's activities. Panel members 
will include each of the four speakers 
addressing the conference in earlier 
speeches during the day. 

A discussion of relationships _be- 
tween the statistician and company 
management by W. Edwards Deming, 
Adjunct Professor of Statistics, Gradu- 
ate School of Business Administration, 
New York University, is scheduled to 
open the second day’s sessions. Mr. 
Deming, who also serves as a consult- 
ant on statistical surveys in Washing- 
ton, D. C., will examine such topics 
as what facts management should 
supply to the statistician, and what it 
should and should not expect of him. 
The second speaker, H. R. J. Grosch, 


manager of scientific applications and 
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computer, General Electric Co., Tempe, 
Ariz., will illustrate in ‘this talk on the 
“Use of Computers in Operations Re- 
search” examples of the construction 
of mathematical models that simulate 
industrial situations. He also will an- 
alyze how these models may be “run” 
through computers. 

A second discussion on computer 
operations—“Operations Research — in 
Multibranch Merchandising”—will be 
given in mid-afternoon by Barry M. 
Rowles, manager, electronics planning, 
The National Supply Co., Pittsburgh. 
Mr. Rowles will cover operations re- 
search projects on inventory control 
and production scheduling which in- 
volve stocks and sales of about 75,000 
items in more than 100 branch offices, 
and will describe as well a systems con- 
version in parallel to electronic data 
processing. This talk, last of the con- 
vention, will be preceded by “Opera- 
tions Research and Computer Uses in 
the Petroleum Industry,’ in which 
Robert J. Baxter, electronics coordin- 
ator, Gulf Oil Co., Pittsburgh, will 
explain how O.R. fits into the organ- 
izational picture, the types of prob- 
lems and techniques used for their 
solution in his industry, and the inter- 
dependent possibilities of operations 
research and electronic computers. 

A second panel discussion, headed 
by Byron Marshall, manager of opera- 
tions research for the Andersen Com- 
pany, and including the four second 
session speakers, will close the confer- 
ence. 


Automation — 
(From page 38) 


This coupon shows the particular 
space assigned. To complete the ticket, 
the ticket seller prints a fare coupon 
and a separate rail ticket, using a spe- 
cial matrix for printing in a Burroughs 
Ticketeer. 

The operation is designed to take 
less than two minutes, as contrasted 
with the former time of eight minutes, 
and, moreover, to reduce errors and 
misunderstandings. 

Customers who use large numbers 
of tickets may subscribe to a facsimile 
ticket and reservation service, thereby 
making their requests and receiving 
their tickets by wire. This procedure 
eliminates the need for messengers. 

The railroad feels that the system 
will greatly speed the sale of reserva- 
tions and will thereby improve its re- 
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= WRITING TIME CUT 50% WITH 
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- This manufacturer found efficiency and short cuts in 

5 a Shipping System that eliminates peak-load bottlenecks 

000 

ces, | Once four separate writings had to be made to prepare the Memo 

‘on- Billing and Shipping papers. This was time-consuming and 

lata wasteful and there were possibilities for transcribing error. 

wand The new Moore system introduced smooth work-flow with other 
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“i | IN ONE WRITING...6 PART REGISTER FORM HANDLES ALL OPERATIONS 


advantages like accuracy, speed, positive control and savings. a 


Siieeatitiee. 
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= INVOICE ee ene 
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i The form gives ...in one writing... all the It does every job needed . . . even to collect- One writing ... on one form...speeds the abe 
information or instructions needed for mer- ing money on C.O.D. orders. Faster ship- work. It saves time and reduces errors. ar 
chandise shipment—Invoice Memo, Packing ments are assured...no rewriting is re- Peak shipping period jams have been com- = 

- Slip, Label, and forms for express, parcel quired at any time. Consecutive numbering pletely eliminated in Shipping. Writing time 

d post, or truck delivery. gives positive numerical control throughout. saved is 50% of former requirement. - 

Ss, y * 

Whatever the need, the Moore man can design the form that if 
makes your system work best. Look him up in the Classified, Y ; 

: or write to the nearest Moore office below. Al 

g = 

e | MOORE BUSINESS FORMS ¢@ 

Inc \ = 

" NIAGARA FALLS, N.Y. + DENTON, TEXAS - EMERYVILLE, CALIFORNIA 

- Since 1882 the world’s largest manufacturer of business forms and systems. - 

- Over 300 offices and factories across U.S. and Canada. shag 
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Clever 


Move 


You must have seen 


the man from 


Br x 
ie “¥ Ay 
~ Elbe binders keep company 
Fe with America’s outstanding 
Ass management systems and 
he procedures. Call us when 
oa planning your next manual. 
We’ve been loose-leaf spe- 
Sah 5 RR cialists for half-a-century. 


Elbe File « Binder Co., Inc. 


FALL RIVER, MASSACHUSETTS 
New York Showroom: 41] Fourth Ave. 


ONE OF AMERICA'S LARGEST MFRS, OF LOOSE LEAF PRODUCTS 


FREE! Write Dept. O-4 for 


lations with the public. Park M. Roe- 
per, the company’s Regional Manager 
at New York, said of the new installa- 
tion that it is “visible proof that we 
are taking aggressive steps to find more 
customers, and that we expect to be 
in the passenger business for a long 
time to come.” 

The system is designed to accom- 
modate reservation requests received 
by telephone, as well as by facsimile 
and in person, It is connected with 
branch offices as well, to facilitate ticket 
selling in other parts of the city and 
in other cities also. 

The television system was supplied 
by Dage Television Division, Thomp- 
son Products, Inc., of Michigan City, 
Indiana, Ticketeer ticket printing 
equipment by Burroughs Corp., and 
Ticketfax, Deskfax and Intrafax ticket 
transmission equipment and  associ- 
ated circuits by The Western Union 
Telegraph Co. 


Oldest U. S. bank orders computer 


The First National Bank of Boston, 
oldest chartered bank in the United 
States, plans to install a Datamatic 
1000 general purpose electronic data 
processing system to handle stock rec- 
ords, writing of dividends and proxies, 
special checking accounts, and con- 
sumer and business loans. Eventually 
after linking mechanisms have been 
developed to connect check handling 
equipment for reading and _ sorting 
paper checks to the Datamatic 1000, 
105,000 regular checking accounts will 
also be processed by the computer. 


Computer installed in record time 


The Farmers Insurance Group an- 
nounced recently that it had com- 
pleted installation of an IBM 705 in its 
Los Angeles head office in five weeks’ 
time as compared to an average in- 
stallation time of six months to a year, 
and that it had completed the installa- 
tion for a cost of $53,000, approxi- 
mately 30 per cent of the estimated 
expenditure. 

The data processor, the first of its 
kind to be installed west of Chicago, 
was delivered late in August, and was 
then assembled and checked out by 
IBM engineers. This took approxi- 
mately five weeks. The unit was ac- 
cepted by Farmers on September 26 as 
being in operating condition, and the 
insurance group began conversion of 
its entire premium-in-force file from 
cards to tape. This conversion was 
completed by October 10, and the 
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equipment was in full production by 
the middle of November. 

The 705, in maintaining the pre 
mium-in-force file, records approxi- 
mately 300,000 transactions monthly 
on individual policyholder’s records, 
applies statistical codes to all claims 
reported by matching them against 
the policyholder’s in-force record, auto 
matically selects policies which are 
due for renewal, and rates such poli- 
cies, and totals the premium-in-force 
file by policy month and term to com- 
pute unearned premiums. 

The entire operation takes 35 hours 
of machine time as compared to ap 
proximately 1500 man-hours for the 
same operations with punched card 
equipment, Farmers Insurance officials 
report. 

The machine will also be used to 
provide sales and loss ratio statistics, 
prepare premium notices for policy- 
holders, and compute and prepare com 
missions statements for agency per- 
sonnel according to executives of the 
insurance group. 


Job evaluation— 
(From page 32) 


tween job value and actual compensa- 
tion since it is based on key office jobs 
for which compensation is standard or, 
at any rate, not subject to controversy. 
Once the key jobs have been selected, 
they are ranked from highest to low- 
est in order of importance. After the 
ranking, however, the key jobs are 
evaluated by study and examination 
of individual job descriptions. All! 
other jobs are then related to the key 
jobs and the final result is an agreed 
upon, office-wide grading system. 

The important thing to remember 
in any office job evaluation plan is 
that it must not become mechanical, 
but should be checked periodically to 
determine how effectively it is being 
administered. This is especially true 
in offices, where competition for skilled 
workers is high, and where tradition 
and precedent are of the utmost im- 
portance in raising office employee 
efficiency. 

Finally, job pricing is the ultimate 
objective of a job evaluation plan. 
After the jobs in the office have been 
evaluated by one of the four methods 
outlined, it becomes necessary to im- 
plement the plan throughout wage- 
salary administration. 
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\ It’s true. With NCR Paper she gets clean, clear copies without using carbon paper or 
| even carbonization! She never has to worry about carbon smudges on her hands, face, or 

work. Developed in a special process by the research laboratories of The National Cash 

r Register Company, this amazing new paper does away with bothersome, messy handling of 
i carbon sheets. It works equally well with a business machine, typewriter, or pencil. In 
addition to eliminating all the fuss and muss of carbon paper, NCR Paper gives you: 


Cleaner, clearer copies—Up to 5 legible copies with standard type- Have your forms printed on NCR Paper 


writer, ball-point pen, or pencil. Eight or more neat copies when i er 
: P ccipoeabce . P by your present forms supplier. You'll be 


: used with business machine or electric typewriter. 
t 4 +4 . . . “pf "pf oy ; 2 , » > 7 
@ Faster, easier handling—No handling of flimsy carbon inserts, no amazed how easily it solves the problem of 
removing or storing. producing multiple copies. Y ou get better, 


se Non-smearing—No smearing or smudging of copies or fingers. Making — ¢jpqyey copies with less effort than ever! 
copies is as easy as putting together 3 or 4 (or more) forms and 


i 
| inserting them in typewriter or business machine. Speeds writing [7 ee ak ae. ; | . 
i of invoices, purchase orders, shipping records, etc. Pi 
@ Ends carbon paper disposal—With NCR Paper, removal and | * s 

disposal of used carbon sheets is eliminated. : 

: ACCOUNTING MACHINES 

THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OH!10 ADDING MACHINES « CASH REGISTERS 

a 

989 OFFICES IN 94 COUNTRIES gS oe SRE eS eae ee pe | 

APRIL 1957 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 73 
* 


‘ Pat oe ee ee te, ere Ga ey Lo os i ———nn 
hig. aac he 2 as 
’ Sib sd 
Bea 
by | - 
; N ge 
a a ’ , ah 
»< | No Carbon Required with NCR Pa " ae a 
| per ol a 
bis al 
} f; Ct wes : in 1 — 
( 
ra 
ee: 
a - oe - om 
& ten? id a ae a aia 
hs *, ‘es ) . - res 
to ag POS °. ‘ ae 
CS. Saas ¥%,.* Ay _* . ’ ee re 
} fe cyte ee ¢ *, Se Pads 
= | Seg 
a a ne aie . ss 
‘ Beek 5° -. a 4 Wn 
@@ #25 %¢% ",. @ @ : Pe ite. — 
#6 e i o* _2- a a ~~ ; 
C190 P.O eo ere 0 Po PP iti eieie.. 7 
#¢@t® Lx UM AA °7 ee ig oe eg ees : al sil 
| F) ree es 9 @: * a8 6's os % © “tO Ge, Oe “ya ee oot e*** . ea ite 
ag tet? gr OF @ a e@e«* eee? She 
PAAR RIO oa *.¢ “MPS Ces, > o* oe? re P Wom 
SS see's ea” Ls PPO OG 28 PPP COP Cat th * > eee me Mini. M0. fly 
Ne'g'g 0.0,9.0 8 9" Vere ese ee ei 20 06 + @6@ ee? 50° eam << 7 --— ee . 
¥65,.°° 990 6,:%0%8 #66 406 *¢e¢ oe eles os Os a, eo Me os 
% & “ Pd | om & *¢ e | me etl Sl ay & © Be P = ee ti 
ste *¢een ; $066 © 0.0.0.0 ae, 2 0 oe >’ taaset ie — 
Peep cee ee £20 00 cence st ees: : i be 
i ‘ a> ‘4 4 z ie ee ae stan 2 
eee ae wsiniweeee soe ces oe OE i ein 
Sees, i. eo oe © oo S.0 90a ; “(a ee ae a a ‘ # 
be” Aa ep elie 1 A“ ¢* 2 a ay 74.4. i ge, ee ae Se “i re ees: 
Ty ‘& * +e. Sal ’ } hase * 2 Pe * *% a *. '. a i wi Mg I aS i Se . — * 
ve ow . ““ : ; - as » > - s 4 - bd one ig 2 ' ‘ . ' a ee j eo % en : ie a ze — 
a- OSE LEAY ~~ THa > —_— 
| ed kG YG Oe, —_ Sats) *? Ss Tt pee ae = ee 4 : 
dS » AL oad é ee Oe Bg? dS ai é : * ; eA x me: Made a 
j FX Cy i | }- Pa =. Pe : ; 
i. ) me y ¥ = ie . oy Bimal ee Pe OF Bis . es a = 4 ‘“ , 
ren. oF 5. Map ster a. aU Y o. * : 
y. i 4 y ‘J 0 €.@ tart cd he ee i4 x Pa * q 
oe? Fed Cet 8 ae a *% * eee ae en a ee "ge eas a ar l 
1, i +9 of, © © oly os ae ee ‘ oe , = — . —s dia 
) t ‘ “ ¥ oe m4 Ce es * é é on. # ; Nae me ee ie ' : a ae aes a: on sh ; 
: ees ORG 9 te Ot ge ‘4 po - a —— - 
. a coe! , is “ ac : e eg 
ate 
H 
) i ' 
_ & 
a. i ore —— = Ce I ad y 
>= ey oat ie a a : A a ag a ee. ae ae — os 
A, = oe joe 


Small office 


postage saver 


e This new, low cost PB Model 
4900 Mailing Scale was designed 
to make mailing easier, and save 
postage in the small office. ” 
e The 4900 weighs accurately, “ 
and quickly, from }2 oz. to 1 lb. 
The cylindrical postage computer 
shows clearly postage required 
for any class of mail. 


e Stops waste of postage through 


overpayment... 


and also prevents 


underpayment, and the annoyance 
of letters arriving “Postage Due.” 
e Six PB scales for every mailing 
requirement, including a parcel 


pitney-nowes Mailing Seales 


post model up to 70 Ibs. Ask the 
nearest PB office to show you. Or 
send for free illustrated booklet. 


FREE: //andydeskor wall chartof Postal 
Rates, with parcel post mapand zone finder, 


Pitney-Bowes, INc., 2988 Walnut St., Stamford, Conn. 


Made by the originators of the postage meter . . 


. offices in 96 cities in U.S. and Canada, 


aA new BINDER ror 
“OFFICE MANAGEMENT” 


Protect your copies of 
OFFICE MANAGE- 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE. 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 


Two (2) Binders $5.50 Postpaid 
Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


212 Fifth Avenue 


New York 10, New York 
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Chicago seminar 
(From page 35) 


Thus, if motivations are to be util- 
ized to increase productivity, it must 
be done on an individual rather than 
a mass basis, he stated, because there 
are no set rules or appraisals which 
can be used “across the board” for all 
employees. 

He recommended instead that the 
supervisor appraise the qualifications 
and performance of each of his sub- 
ordinates through an analysis of job 
demands, performance on the job, 
ability, and principal motivations. 
Once the motivations that apply to the 
individual have been determined, he 
said, the worker can be stimulated to 
greater productivity. 

He said the ability to determine this 
is a quality inherent in every natural 
leader, but that a work center super- 
visor is often ineffective in this judg- 
ing role because he makes little or no 
effort to learn his subordinates’ needs, 
and instead relies solely on his author- 
ity to control their activities. 

Effective motivation, the 
can be accomplished by: 


declared, 


1. Making it clear to the employee 
who needs recognition and approval 
that, if he produces well, he will be 
recognized accordingly. 

2. Letting employees who seem to 
have unusually strong needs for secur- 
ity know that high production will 
contribute to job tenure. 

3. Advising the ambitious employee 
who is looking for opportunity and 
challenge that productivity is a key to 
advancement. 

It must always be remembered, he 
cautioned, that no motivation plan 
will be effective if the employee dis- 
trusts it. So called “human relations” 
programs are too often based on a 
misconception, he declared—inducing 
employees to “have the right attitude.” 
Since the “right attitude” to many 
managements means an attitude aligned 
with management thinking, and obvi- 
ously to management's advantage, the 
employees are apt to distrust such pro- 
grams. They consider that such pro- 
grams are manipulated by manage- 
ment for its own ends, and their re- 
sponse will be a negative attitude. 

Thus, sincerity is a necessary ingre- 
dient of any effective program to mo- 
tivate employees, he said. It must have 
as an objective increasing employee 
productivity for the employer’s advan- 
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Another reason why 
Herringe Halle Marvin 
should be your 

first choice in safes. 


THESE TESTS 

PROVE THE RESISTANCE 
OF THIS NEW METAL 
TO CARBIDE-TIPPED 
DRILLS 


Plus protection now lee 
built into all 

Herring - Hall -Marvin 
Record Safes with... 


A carbide-tipped drill is selected 
from a number of good makes 
on the market. 


In a never-ending quest for perfection in 
protection, Herring « Hall + Marvin metallurgists 
have developed a metal which will resist 


carbide-tipped drills under enormous pressure. 


This metal is produced in our own plant under A sample of Chi-Ten is placed ie 
aa in a vise and the person con- oy 
rigid temperature controls. ducting the test attempts to drill - 


a hole in it, just as a professional 
cracksman would do. 


A plate of this material, protecting the locking 
mechanism, is now built into all Herring «Halls 
Marvin bank vault entrances, fire-resistive 


vault entrances, record safes and most money 


safes. 


eR THe 


> a 
J Ko 
LL MARVIN 
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HERRING « HALL» MARVIN SAFE CO. ——e 


worn down without piercing 


HAMILTON, OHIO the metal. 


Branches in: New York, Chicago, Boston, Detroit, San Francisco, St. Louis, Dallas, 
Houston, Atlanta, Philadelphia, Minneapolis, Washington, Denver, Kansas City Bac 
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tage, but it must also have as equally 
important factors the interest and wel- 
fare of the employees. 

Tuesday, the second day of the con- 
ference, opened with a program cover- 
ing the use and proper maintenance 
of standard office machines. G. E. 
Bower, Machine Application Manager, 
Moore Business Forms, Niagara Falls, 
N. Y., outlined recent developments in 
reproduction and duplication systems 
in the opening talk, “Copies—What 
Kind? How Much?” The remainder 
of the morning session was devoted to 
a discussion of the pros and cons of 
making contract arrangements for the 
servicing and maintenance of office 
machines. H. T. McGinnis, National 
Service Manager, Remington Rand, 
New York, outlined the case for the 
contract arrangement, while Jack Dut- 


, with A.W.Faber’s 


ERASERSTIK 


you erase without 
a trace 


Smart Secretaries and Typists 
depend on EraserStik to 
make erasures without leav- 
ing tell-tale ghosts. 
EraserStik removes a single 
letter without blurring the 
word. Perfect for pencil, ink, 
typewriting. Ask your Sta- 
tioner for the original pencil- 
shaped, white-polished 
EraserStik. 

7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser. 


aca 7099 B/ 


With Without 


brush 20¢ brush 10¢ 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3,N. J 
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ton, Garden City Envelope Co., pre- 
sented the arguments against a con- 
tract arrangement. 

The afternoon session opened with 
a “Mail Clinic,” sponsored by the Air 
Mail Committee of the Air Transport 
Association. Speakers, who presented 
various ways to help reduce mail waste 
by a better understanding of the vari- 
ous postal services available, were 
Stratford Rice, Manager, Air Mail and 
Parcel Post, Eastern Air Lines; Dale 
Bauer, Assistant Cargo Sales Manager, 
Capital Air Lines, and John J. Hart, 
Mail and Express Sales, United Air 
Lines. They emphasized that improp- 
er use of the correct postal services is 
now costing many business concerns 
millions of dollars annually. 

Questions from the audience after 
the session were answered by Carl A. 
Schroeder, postmaster of Chicago. 

Communications too often not only 
do not fulfill their primary purpose; 
they may even, through misinterpreta- 
tion, complicate the matter they are 
supposed to clarify, Pierre Martineau, 
director of Research and Marketing 
for the Chicago Tribune told the audi- 
ence in the last Tuesday talk. 

“We often take it for granted that 
our meanings are coming through, 
whereas actually nothing is being 
communicated or the wrong meaning 
is being read into our communica- 
tions,” he told the group. 

Mr. Martineau illustrated his point 
by reference to a study which his paper 
recently completed in which the ad- 
vertising of various gasoline companies 


was analyzed. It was found that many 
of the expressions and descriptions 
used to impress the reader with the 
superiority of one brand over another 
are so technical that the average read- 
er can't understand them. Since very 
often the filling station attendant can’t 
explain them either, their impact on 
gasoline buyers is questionable, he de- 
clared, 

The same problem is met by busi- 
nessmen in their relations with em- 
ployees, he said. “Employees don’t just 
evaluate our words,” he declared. 
“They look at the face value of what 
others tell them and wonder what is 
really meant or what the real motive 
is. The good executive uses much 
more than just his rational brain. To 
understand people, to understand both 
his subordinates and his superiors, he 
has to be keenly aware of many ave- 
nues of expression and _ sensitivity 
rather than just the use of platitudes 
and sententious speeches expressible in 
logic. 

“It seems to me when management 
expresses so much concern with prop- 
er communications in the organization, 
what it means is downward communi- 
cation,” he declared. “We want to be 
certain the people below are getting 
the right word from above. 

“Many organizations are straight 
line authoritarian in character,” he 
went on, “The top executive or de 
partment head consciously or uncon- 
sciously only wants a group ef rubber 
stamps who agree with him. In his 
conferences, the others are trying to 
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FOR ALL NOISY 
OFFICE MACHINES 


It is wrong and costly to isolate machines! 


The trend is to locate expensive machines out in the open office . 
... functioning as a part of a ‘work team.’ 


. . near the media 


NOISE ills and distractions are corrected—with SOF'TONE. Everyone enjoys healthier 


and happier working conditions. 


© 1957 


co. 


_—, Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


ACOUSTINET 


428 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 
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All controls are in the 
palm of your hand... 
with UNIMATIC 
REMOTE CONTROL 
MICROPHONE 


The new 


Omptometer 


Commander 


“Makes Dictation Easy as Talking 4 
to an Old Friend” ae 


e Dictate 

e Listen 

® Unlimited Review 

° Erase unwanted words 


® Mark end of letter... 
electronically 


e Use same machine for 
dictation, transcription 


e Lifetime belt—never wears out 


Try it FREE in your office 


Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time, 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary 
perfect dictation every time. Yet, dictation is as easy as 
talking to an old friend because ALL controls are in the palm 
of your hand. 


The same machine serves as a transcriber...it’s as easy to 
transcribe as to listen, because, with perfect dictation, 


there’s no need for time-wasting, error-breeding pre-editing. 


Best of all, the Comptometer COMMANDER actually pays for 
itself over and over. The mailable Lifetime guaranteed Erase- 
O-Matic belt wipes clean, electronically, in a second, ready 
for re-use thousands of times. No recurring cost for belts, 
discs, or cylinders. 


Learn how easy dictation can be—how anyone can turn out a 
far greater volume of perfect letters easier, faster! Want 
proof? Mail the coupon! 


¢ Omptometer — setter pRooUcTS . TO BETTER BUSINESS © 


COMPTOMETER—World's fastest way 
to figure. Try it FREE on your work in 
your office. Use coupon. 


Comptometer COMPTOGRAPH “202” Firm 
—No lost hand motion. More fine fea- Addr 
tures than any other 10-key machine. 
Try it FREE—use coupon. 


Felt & Tarrant Mfg. Co. 

1742 N. Paulina St., Chicago 22, Ill. 
| In Canada: Canadian Comptometer, Ltd. 
| 501 Yonge St., Toronto 5, Canada 
() Arrange a FREE office trial for me on: 
{_] Send me literature on: 
(_] Comptometer COMMANDER 
(_] comptometer Adding-calculating Machine 
[_] Comptometer compToGRaPH ‘'202" 


Name. 


City. Zone____ State. 
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*Subject to ABC Audit 


The Growth Publication 
in the Growth Office Market 


OFFICE MANAGEMENT maintains _ its 
pace as the fastest growing publication 
for Management Executives . . . with 
the largest ABC circulation by far, in 
the big office market, through sheer 
editorial value! 

For instance, it has long ago seized 
the initiative and is the spearhead for 
Automation in the office; is always first 
with the practical "know-how" on office 
systems, personnel, office layout, product 
news, Tools of the Office. It sponsors 
the “Office of the Year’ Awards. 


A TIP TO ADVERTISERS 
During the past three years—from 1953 
through 1956, OFFICE MANAGEMENT 
has steadily grown in annual advertising 
dollar volume (151%) and in number of 
advertisers (57%). This is an indication 
of O.M.'s ability to deliver top dollar- 
for-dollar selling and promotional value. 
Practically every important "name" prod- 
uct can be found in O.M.'s advertising 
pages. 


It belongs at the top of your 


@® office 


management 


The Magazine for Management Executives 


212 Fifth Avenue, New York 10, N. Y. 
Geyer-McAllister Publications 
Publishers since 1877 


i RE LEE a LOLOL LEGGE 


guess what he wants them to say. After 
he has stated his ideas and his associ- 
ates ‘have hastened to agree with him, 
he says, “Thanks, fellows, I thought 
that was right. I’m glad to see you 
agree with me.’ Why shouldn’t they? 
They'd get fired if they didn’t. 

“When this kind of boss says, ‘Speak 
frankly, tell me what you really feel,’ 
then beware. The poor simpleton who 
does so is considered dangerous. The 
boss says, ‘He doesn’t understand the 
company—you know; he isn’t on the 
team. He lacks judgment.’ If the in- 
dividual isn’t actually shipped out to 
some Siberia, he is forever tabbed ‘No 
promotion. No future.’ 

“And what sin did he commit? He 
tried to communicate when the situa- 
tion was such that no one wanted any- 
thing but ratification of somebody’s 
preconceived ideas. He misread the 
signals. Communication was verboten. 
And whose fault was this really sad 
fact except the blind executive's? 

“The executive who really wants 
better communications will develop 
the art of listening to the other per- 
son’s point of view; of taking into 
account his self-esteem and his feel- 
ings as well as his logic; of developing 
his own  self-security to the point 
where he can see the wisdom of let- 
ting other people contribute to prob- 
lem solving instead of treating them 
as mere rubber stamps in his own 
shadow.” 

Wednesday speakers were Paul 
Jones, National Safety Council, Chi- 
cago, talking on health and safety fac- 
tors affecting employees; Robert F. 
Jacobsen, Education Manager, Hard 
ware Mutual Casualty Co., Stevens 
Pt., Wisconsin, talking on “Training 
Techniques for Office Supervision;” 
Emmet Leahy, president, Leahy, and 
Co., New York, discussing “Records 
—How the Office Supervisor Can Cut 
Costs;” and T. A. Duckworth, Person- 
nel Director, Employers Mutual of 
Wausau, Wausau, Wis., outlining “Of- 
fice Complaints— How to Handle 
Them.” 

The Wednesday evening banquet, 
which was the concluding event of the 
conference, had Captain William Mott, 
Chief of Staff to Admiral Radford, 
chairman of the Joint Chiefs of Staff, 
as speaker. His topic: “World Events 
—A Ringside Seat.” 

The annual office equipment exhibi- 
tion, held in conjunction with the con- 
ference, remained open for one day 
beyond the close of the conference. 


Fifteen thousand visitors attended the 
exhibition on its opening day, and at- 
tendance during the four-day run 
passed 60,000. The business show was 
sponsored by the Office Management 
Association of Chicago; the conference 
by OMAC and Northwestern Univer- 
sity. Both business show and seminar 
were held at Chicago’s Conrad Hilton 
Hotel. 


System— 
(From page 37) 

formation is entered automatically and 
the variable order information is typed 
manually from the salesman’s order. 
At the same time a by-product tape is 
automatically produced for transmis- 
sion of the order to the factory. 

This tape is transmitted to the fac- 
tory on a Western Union tape trans- 
mitter in the regional office and is re- 
ceived on a reperforator at the factory 
where it is fed directly into the reader 
of a Flexowriter which produces a five- 
part, marginal punched, continuous in- 
terleaved order form and a selective 
by-product tape automatically. 

The selective tape is sent to the Sta- 
tistical department where it is convert- 
ed to punched cards for the prepara- 
tion of analytical reports on orders 
received. The tape produced by the 
reperforator and used to prepare the 
order is filed in the Billing department 
with the open order copy so that it 
may be used later in preparing the 
invoice. 

After the order has been produced 
and/or filled and shipped, the shipping 
copy (with the pertinent shipping in- 
formation added) is forwarded to the 
Billing department and the correspond- 
ing open order copy and order tape 
are pulled from the file. The tape is 
inserted in a Flexowriter and a four- 
part, marginal punched, continuous 
interleaved invoice is prepared and a 
selective by-product tape is punched. 
All order information is entered auto- 
matically and the variable information 
is typed in manually. 

The selective by-product tape is sent 
to the Statistical department and con- 
verted to punched cards for use in 
preparing sales analyses and account- 
ing reports, 

Part one of the invoice is made on 
Whiteprint paper to provide a master 
from which extra invoice copies as re- 
quired are reproduced on an Ocalid 
machine. After necessary copies are 
made part one is sent to the Bookkeep- 
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The new Pro Tile 
by “Y and hk” 


Now it’s easy to lighten a task that 
saps away time and effort and dollars 
you can spend better on broadening 
your business. 

Install the all-new Pro-Dile , a 
file whose compartments open from 
the side, making the filing and finding 
of records easier and less time con- 
suming. 

Clerks file from either side. Com- 
partments can be left open for quick, 
efficient accessibility. 


APRIL 1957 


When shut, the Pro-Gile gives 
your valuable business records the 
protection and cleanliness only a 
closed cabinet can give. 

Available for both private and 
general offices in Neutra-Tone Gray, 
Driftwood Tan, and Surf Green. Ask 
the GR representative in your city 
for a demonstration. 


Faster, more facile filing... smoother work flow... yours with 


Cy 
|| el 
in) (oe) 


oe 


Letter size available in 2, 3 and 4 compart- 
ments—legal size in 2 and 3 compartments— 
Minimum compartment projection keeps cen- 
ter of gravity inside cabinet—makes stacking 
safe and efficient for maximum utilization of 
floor space. 


1030 Jay Street, Rochester 3, N. Y. 
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ing department where it is posted to 
accounts receivable. 

2. Orders by regional office and 
shipped from regional warehouse. 
These orders are handled in the same 
manner as those under Procedure 1 up 
to the point of preparing the acknowl- 
edgment. Instead of the acknowledg- 
ment, a five-part order set is prepared 
as the material is available from the 
regional warehouse. 

During the preparation of the order 
on the Flexowriter, a by-product tape 
is produced. This tape is retained in 
the regional office until the order has 
been shipped and then it is forwarded 
to the Billing department in St. Louis 
with the shipping copy and used to 
prepare the invoice. The procedure 
for preparing the invoice, distribution 
of parts, and preparation of statistical 
reports is substantially the same as that 
used in Procedure 1. 

3. Orders entered at and shipped di- 
rectly from factory warehouse. These 
orders are handled in the same manner 
as in | up to the point of preparing 
the acknowledgment. With this pro- 
cedure, a six-part marginal punched, 
continuous interleaved order set is 


prepared instead of the acknowledg- 
ment. As a by-product of order prep- 


aration, two tapes are produced. 

The tape produced on the Flexo- 
writer is the open order tape and is 
filed with the open order copy to be 
used later in billing. The second tape 
is produced on a Motorized Punch 
and is forwarded to the Statistical de- 
partment for conversion to punched 
cards and the preparation of analytical 
reports on bookings. 


Statistical reports created 


After the order has been produced 
and/or filled and shipped, the ship- 
ping copy is forwarded to the Billing 
department. The corresponding open 
order tape is removed from the file and 
a three-part invoice set is prepared. 
Only a three-part invoice is required 
since the regional office copy is not 
necessary. A by-product tape for ac- 
counting and sales statistics is pro- 
duced automatically during invoicing. 
Conversion of the tape to cards and 
preparation of statistical reports is the 
same as in Procedure 1. 

4. Local charge orders. This proce- 
dure is used for local charge custom- 
ers who frequently place relatively 
small orders and who are normally 
serviced from store stock. This per- 
mits the issuance of only one invoice 


per month rather than an invoice for 
each order on this class of customer. 
This reduces the number of postings 
to customer accounts, provides for fast- 
er service to customers and permits in- 
tegration of this procedure with the 
other order-invoice procedures. 

Each store maintains a supply of 
pre-punched tabulating cards for each 
local charge customer in an alphabet- 
ical file. These cards show customer 
number, \buying-office number, trade 
code, regional office code, commission 
class, sales tax code and salesman’s 
number. 

When a local charge customer makes 
a purchase, one of his pre-punched 
cards is selected from the file and in- 
serted in a Moore Tab Card Register 
and the order is written. This pro- 
duces a tabulating card and a four- 
part sales slip in a single writing. The 
sales slip, a continuous register form, 
consists of: 1. The original Sales Tic- 
ket. 2. The Store File Copy. 3. The 
Storeroom Label Copy. 4. The Audit 
Copy. 

After the sale is written up, the card 
is removed and parts 1, 2 and 3 are 
ejected from the register. Part 4 auto- 
matically refolds into the locked file 
compartment of the machine. 


eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big 4” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 
. . . consecutive, duplicate, 
repeat action. 
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Most Important Business Show Ever! 


The 1956 National Business Show went way beyond 
anything ever held before: * Most Important in 
number of exhibits * Most Important in attendance 
* Most Important in enthusiasm. 


é a 
— . oO 
AQor 


& CO., Incorporated 
ances 216 Nichols Ave 
Brooklyn 8, N.Y. 4 


SAN FRANCISCO « MONTREAL 


Sales Offices NEW YORK e CHICAGO e 


80 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


...and the 1957 Show promises to be still more important. 


NATIONAL BUSINESS SHOW 


Al! the industry exhibits—All management attends 
OCT. 28th THROUGH NOV. Ist, 1957 
New York Coliseum, Columbus Circle, New York 


Rudolph Lang, Managing Director 
33 West 42 Street, N. Y. 36,N. Y. + Pennsylvania 6-6760 
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An engineer’s most important tools are his crea- 
tive skill and judgement! Creative force suggests 
different ways of solving a problem. Judgement 
tells him which is the best! 


But only experience can sharpen the edge of 
these talents. ..and polish his technique in 
putting them into practice with the physical 
tools of his trade. 


In many ways, your Roytype Representative 
is like an expert engineer, for he is a man skilled 
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What are an engineer’s most important tools? 


in building more efficient operation of office 
equipment. 

Is it a question of inked ribbon? Of carbon 
paper? He knows exactly which is the right one 
for all types of typewriters, bookkeeping ma- 
chines and duplicating processes. 

Your Roytype Representative is a valuable 
consultant. He can show you how to get the 
most out of your office equipment... at the 
lowest possible cost. 


® 
Rg i AL Roytype™®. .. quality supplies for all business machines 


Roytype Business Supplies, products of Royal McBee Corporation, world’s largest manufacturers of typewriters. 
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Largest publishers of specialized 
magazines for the office management 
,and office equipment fields, the 
Geyer-McAllister publications offer 
a selling vehicle to reach every 


/ AY J; ‘ range on ... every buying influence 
0 ¢. OFFICE SYSTEMS, MACHINES, in these fields. 


As the foremost authority in the office 
administration field, Geyer-McAllister, 


Ren FURNITURE, STATIONERY, SUPPLIES through Office Management, 

ha os Gi TT delivers an interested audience of 

cof ee ee high level executives who represen 
ie g o represent 

~ — AND SERVICES, 0 0 the major buying influence in 

ey. America’s largest offices. 

ae 


m he House of Authority 


As the pioneer in the merchandising 
of stationery and office equipment 
through dealers, Geyer-McAlilister, 
through Geyer’s Dealer Topics, 

has earned the loyalty and delivers 


a: the interested readership of America’s 
te most substantial retail office equipment 
yn 


and stationery establishments. 


OFFICE MANAGEMENT, serving the dynamically 
expanding office market—parallels its growth— 
with a new circulation high of more than 24,000* 
management executives concerned with office 
administration—by far the largest ABC paid 

in this field—covering every type of business 
organization and institution. 


OFFICE MANAGEMENT YEARBOOK. Annual review 
and reference source for management executives 
concerned with office administration. Published in 
March. Reviews the fast-moving trends in office 
techniques, machines, and equipment. It’s an addi- 
tional “‘bonus’’ issue for OFFICE MANAGEMENT 
subscribers with “bonus’’ circulation for advertisers. 
More than 30,000 copies. 


GEYER’S DEALER TOPICS. Published since 1877, 
pioneer, friend and counsellor to the substantial 
dealers in the stationery and office equipment field— 
at the forefront of every merchandising trend and 
innovation—dominant sales influence—more than 
7300 paid subscribers—the only ABC audited magazine 
edited and published exclusively for the trade. 


WHO MAKES IT AND WHERE. Established 1879. 
Published annually. The oldest, most complete and 
authentic merchandising and buying guide for office 
equipment and stationery dealers. Trade circulation 
—more than 10,000 copies. The day-to-day tool of the 
dealer, wholesaler and manufacturer. 


* Subject to ABC Audit 


GEYER-McALLISTER 


Publications 
212 FIFTH AVENUE, NEW YORK 10, N. Y. 
BOSTON + CHICAGO «+ SAN FRANCISCO «+ LOS ANGELES 
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The original sales ticket is given to 
the customer. The store file copy is 
signed by the customer as evidence of 
receipt of the material, and is then 
filed alphabetically. The stockroom 
label copy is included with the ma- 
terial as a packing list. At the end of 
each day the audit copies are removed 
from the register and sent to the Tab- 
ulating department with the corres- 
ponding tabulating cards. 


The audit copies and cards, when 
recetved in St. Lowis, are checked, 
balanced, and the cards completed for 
style and other variables. Each month 
the cards are sent to Statistical Tabu- 
lating Company where they are merged 
with cards produced on the tape to 
card converter for preparation of 
monthly invoice and sales statistics. 


Data processing— 
(From page 26) 


have to be turned over to a service 
organization or many extra clerks will 
have to be hired on a temporary basis, 
which can create a personnel problem. 

The arrears tape, which will be 
created during the accounts receivable 
operations, has to be completely up- 
dated before the billing run in order 
that paid-up arrears are not rebilled, a 
time-consuming operation. 

The billing program probably rep- 
resents one of the major headaches of 
the electronic system. No other area 
has been so underestimated from time- 
consumption and cost viewpoints. Ex- 
perience now being gathered by vari- 
ous users in the public utility industry 
indicates that the preparation of such 
a program requires between 30 and 50 
man years of effort. The range is de- 
pendent on the complexity of the pro- 
gram, the type of equipment, and most 
important of all, the quality of the 
programming group. Programs devel- 
oped have taken as many as 100,000 
program steps, and the primary pro- 
gramming cost, not including overhead, 
has varied between $150,000 and $250,- 
000. 

From the viewpoint of daily time 
consumption to process the accounts 
we have on a two-shift operation ap- 
proximately 60,000 seconds of time 
available. This means for our example 
of 40,000 accounts to be billed daily, 
approximately 1.5 seconds per account. 
When, as is normally the case, the 
billing operation requires 
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multiple 


passes through the control processor to 
deal with all the possible variations 
that may arise, and also the billing 
operation is not the only one to be 
performed, it can be seen that the 
time factor is extremely important. A 
program to be operative within the 
daily time available has to be as effi- 
cient as possible in order to conserve 
time. This is a further factor neces- 
sitating a ‘high quality programming 
group. 

The outputs from the billing run are 
more straightforward. The history 
record is made to facilitate the answer- 
ing of inquiries. This list is necessary 
since the magnetic tape master file 
does not allow random access to the 
information recorded thereon. It will 
show previous consumption and billing 
status for a 12-month period. The cost 
of this listing, which is made necessary 
by the electronic system, can be found 
by assuming a 500-line-a-minute print- 
ing speed, and a two-line print-out per 
account. For 40,000 accounts this takes 
approximately three hours daily on the 
printer. This, at current rental figures, 
costs about $300 weekly. 

The billing tape represents no prob- 
lem except in editing, that is, in pre- 
paring the information in the correct 
form for printing and punching. The 
editing of the information, which is 
generally a complex procedure, will 
probably require a separate pass 
through the processor, thus cutting 
into the available processing time. 

The investigation listing will prob- 
ably be smaller than at present since 
the processor can make more inclusive 
high-low consumption checks than 
present mechanical methods. How- 
ever, the results of the investigation 
have to be reintroduced into the sys- 
tem in order to update the master file. 
It may be possible to do this during 
one of the multiple processor runs. 

The other outputs shown present no 
great difficulties either, except that the 
limitations imposed by the internal ca- 
pacity of the processor may again 
necessitate multiple processor runs. 

At least two problems still remain, 
however. One lies in the total cost of 
the system. The gross profits which 
were indicated in the theory of the 
equipment usage now have to be re- 
duced by: 

1. Installation, site preparation and 
air conditioning costs. 

2. The cost of conversion of docu- 
ments and records to a form suitable 
for electronic processing. 


For More Information From Advertisers 


If your carbon copies look like the one 
on the right, you'll appreciate a change to 


SEA) FORM 
BOWL 


Sea Foam gives the maximum legible 
carbon copies —good reason why it's 
America's favorite lightweight paper. 
You'll find too, that Sea Foam Bond 


1. Lies flat — for ease in handling 


2. Files easily — takes up less 
space in files 


3. Erases neatly 


Your office staff will like SEA FOAM 
BOND. Next time you order SECOND 
SHEETS, ask your supplier for it by name. 
It's watermarked, so 
you know you're 
getting the best. 


Write on your 
letterhead for 
samples 

Dept. 0-4 
Brownville Paper Co. 
Brownville, New York 
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3. The analysis and programming 
costs. 

4. The rental or cost of the equip- 
ment. 

5. The cost of operating the equip- 
ment. 

Some of these costs ocour just once 
while others are continuing, but  to- 
gether they are usually so great that 
even with a ‘high rate of net return 
(gross profit less above costs) the time 
to recover the initial investment may 
be four or five years after the system 
is operating smoothly. This, in turn, 
may mean as long as 10 years after the 
use of electronic equipment was first 
decided upon. 

The other problem, it must be em- 
phasized again, lies in the need for 
high caliber programming and oper- 
ating personnel. It can be stated cate- 
gorically that the success or failure of 
a reasonable application depends on 
the quality of this group. It has been 
said that one good programmer is 
worth four mediocre programmers, 
and this may even be an underestimate. 
It is certain that only by good systems 
analysis and coding can the theoretical 
gross savings be obtained and full use 
made of the work capacity of the 


processor, Unfortunately, too many 
companies have delegated the respon- 
sibilities of the application to people 
who could be spared from other work, 
rather than to people who had proved 
themselves indispensable. The meth- 
ods group should be headed by some- 
one with high managerial status and 
ability. It must be firmly directed to 
avoid duplication of effort. The work 
of the group must be accepted by all 
managerial levels, in order that full 
benefits be obtained, and some form 
of educational effort may have to be 
devoted to this end. 

From this it can be seen that there 
are many problems to be faced by 
any management contemplating the 
use of electronic equipment, and just 
as a final reminder of them, manage- 
ment must also select the specific 
equipment it is going to use from all 
the variety of electronic equipment 
that is being offered. 

However, this article has dealt only 
with the problems which may be en- 
countered. Many advantages will be 
gained if the application is one which 
merits the use of electronic equipment 
in the first place, and if planning and 
execution of the electronic program 


are carried out with knowledge, im- 
agination, and meticulous care. 


AMA— 
(From page 29) 


“The effective use of electronics, elec- 
tronic computers, and automation in 
industry and commerce will bind to 
gether much more strongly all the fac- 
ets of an industrial unit, or an enter- 
prise in commerce. It will be imper- - 
ative to deal with all problems as re- 
lated to the whole of the enterprise. 


“That business and that manage- ' 
ment—in the future—will be success- . 
ful, competitively successful, if it 
understands these potentials, if it re- 
acts appropriately, and puts the new 
tools into full use. Management will 
continue to be competitively success- 
ful only if it proceeds with understand- 
ing, recognizing that we are entering 
a new era—an era which includes as 
its foundation a new way to do busi- 
ness.” 


Dr. Engstrom’s speech, covering as 
it did the present applications of elec- 
tronics as well as its future influence 


THE NEW 


Bronze or Chrome 
Available in 


1130 Applegate Ave. 


543 South Rockford 


PRESIDENTIAL 
By C Aangysoin? 


ACCLAIMED—the most beautiful desk sets! 


Walnut Walnut 
Available in 
Bronze or Chrome 
Write for Catalog in Full Color 
Manufacturers’ Representative Middle Atlantic States 
The Kamac Sales Agency 
Elizabeth 2, N. J. 


Manufactured by CHANGEPOINT, INC. 


Tulsa, Oklahoma 


up the right-hand margin. 


NOW! 


at a fraction of the cost! 


Inexpensive 
Typewriter 
Composition That 
Looks Like 
Expensive Typeset 
Printed Matter 


Your “copy’'’ CAN Look Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
4a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 


TYPING that looks 
like PRINTING— 


Your “‘copy’’ Now Looks Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Write for Free Illustrated Folder 


MARGINATOR COMPANY 
1121 West Magnolia Ave. 


Burbank, California 
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Re-discovered \_ —the pencil 


SEE HOW THOUSANDS OF BUSY EXECUTIVES SPEED COMMUNICATIONS WITH PENCIL JOTTINGS AND VERIFAX COPIES 


No trick to breeze through half your 
mail without dictation and typing.‘ 
When a letter asks questions—jot , 
the answers in margin and mail a 
Verifax copy as your reply. When a 
report refers to several departments — 
—jot “Joe, this (paragraph) concerns ; 
Price quoted subject 


to change 
without notice. 


you.” “Bill . . . Jack—note this.” 

In a minute your secretary will 
have Verifax copies on their way. 
(She can make 5 of these errorfree 
copies in 1 minute for just 242¢ each. ) 

Lots of short cuts like these! 
Chances are your savings the very 
first month—on dictation and typing 
alone—will pay for your Kodak Veri- 
fax Copier. (Priced as low as $148.) 


| Yerifax Copying 


DOES MORE...COSTS LESS...MISSES NOTHING 


ONLY $148 . . . Kodak’s new Verifax 
Signet Copier makes 5 copies in 1 min- 
ute for just 242¢ each. Even one-man 
offices report saving its cost the very 
first month! Thousands in use. Pays to 
have one in every department. 
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Free—new Don Herold booklet. Famous 
cartoonist-humorist’s booklet, “How I 
Learned the Verifax of Life,” has laughs 
—and work-saving tips—for bosses and 
secretaries on every page. How to end 
the “quoting” habit + How to do “all- 
day” re-typing jobs in 20 minutes * How 
to make an offset master in 1 minute. 
Mail coupon. Or phone nearest Verifax 
dealer, listed in “yellow pages” under 
photocopying equipment. 


Vorete 


MAIL COUPON TODAY ——————- ee 


EASTMAN KODAK COMPANY, Business Photo Methods Division i! 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of Don Herold’s 
new booklet “How I Learned the Verifax of Life.” 


Name. 


Position 


72-4 


Company. 


Street. 


City State. 
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Vibration's fine 
for breaking 


concrete... ret . 
\ 


y 
but it's out 


of place in @ 
Yolsy business office! 
"ARE YOU HAVING VIBRATION TROUBLE 
© WITH HEAVY OFFICE MACHINES? 
- Usually it’s the stand...not the machine! — 


re 


“ Sed 
HERE'S THE ABSOLUTE ANSWER! 
The TIFFANY 


eA 


At better dealers 
everywhere 


@ Heavy-duty 
stand designed 
especially for | 
today’s electric | 
typewriters and 9 

kkeeping J 
machines. 

@ Absolutely 
vibration-free. 

@ Tremendous 
strength through Model 8002 
super rigidity of 
construction. With 1 drop leaf—Model 8000. 

WRITE DEPT. OM Also available 3514" height. 


TIFFANY STAND CO. 


7350 FORSYTH | ST. LOUIS 5, MO 


ELECTRONIC 
CHECKS ON 
LITHOSTRIP 


Continuous Forms 


up to 90% of sorting costs 
SAVES with automatic reconciliation 


PRE-PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS “‘ride free’’ on CONTINUOUS forms... 
useful on tabulators, teletypes or typewriters. 
CHECK RECONCILEMENT is obtained at a tiny 
fraction of manual cost by using punched card 
sorter, coll and tabulator. 


ELECTRONIC CHECKS _ available on Litho- 
sets . . . requires no change in your present 
method of p> contr Ha dete —s 

We engineer many types of office 
forms. CONSULT US. 
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on the patterns of American business, 
summed up to a degree the talks of 
the entire meeting, which began with 
a series of discussions of electronic 
feasibility studies, moved into “Elec- 
tronics at Work,” and concluded with 
a series of discussions on “New Fron- 
tiers” offered by electronics. 


The first speaker at the opening 
session on Monday, February 25, Rob- 
ert J. Koch, director of office manage- 
ment, Michigan Hospital Service, De- 
troit, discussed the feasibility studies 
made by his organization to determine 
whether or not a large scale computer 
was justified in its operations, and how 
the service selected line personnel to 
staff the computer installation after it 
had decided that such an installation 
was justified, 

The second Monday speaker, Philip 
H. Kirshen, assistant treasurer and 
controller, United Merchants and Man- 
ufacturers, New York, discussed the 
feasibility of merchandising control 
through use of a medium scale com- 
puter. 

He stated that his organization’s 
basic problem was handling the mass 
of paperwork aimed at supporting the 
right decisions in these fields: 

Forecasting the market, in terms of 
styles, patterns and colors that will sell, 
and the quantities in which they will 
sell. 

Determining whether distribution 
will be confined to a given area or 
class of customer. 

Determining how quickly any given 
item will move, as a guide to setting 
production quantities. 

Moreover, a textile converting group 
such as his, Kirshen declared, must 
control an inventory which will turn 
over between four and twelve times 
per year, with a value of two to three 
million dollars for an average depart- 
ment. This means that: 

The firm must have information suf- 
ficiently fresh to allow it to make ship- 
ment within 24 hours after a spot de- 
livery order. 

It must have a constant flow of 
information as to which patterns or 
colors are not selling fast enough at 
the height of the season so it can push 
them, and avoid being caught with 
obsolete items when the relatively brief 
selling season ends. 

All of these decision-making func- 
tions are based on operating reports 
prepared by a clerical staff which now 
does the following basic things: 

1. Using eight different records, it 


maintains an up-to-date “available to 
sell” record of 24,000 finished goods 
items plus 1,000 unfinished woven 
products items. 

2. It posts or otherwise processes 
five to thirteen thousand entries daily 
to reflect processing of greige (unfin- 
ished woven products) goods to ship- 
ment of finished products. 

3. It edits orders and either assigns 
available merchandise to the 400 to 
1000 customer orders received in the 
average day of a selling season or back 
orders the unavailable portion. 

4. It prepares the reports needed to 
supply the needs of merchandising 
men and converters. 

For many years his group resisted 
mechanization of merchandising rec- 
ords because it was felt that the re- 
quirements of the operation were so 
numerous that mechanization would 
slow down the whole process rather 
than speed it, Kirshen declared. How- 
ever, with the advent of computers, it 
made a feasibility study in which the 
following requirements were set as 
essential for a computer installation to 
meet: 

The unit would have to have rapid, 
random access. 


You Get Things Done With 
Boardmaster Visual Control 


+ Gives Graphic Picture of Your Opera- 
tions—Spotlighted by Color 
ve Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 
yx Simple to operate—Type or Write on 
Cards, Snap in Grooves 
- Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, etc. 
3% Made of Metal. Compact and Attrac- 
tive. Over 100,000 in Use 


Complete price S4Q50 including cards 


24-PAGE BOOKLET NO. G-100 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 
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DITTO Systems 


“Know-How” 


DITTO NATIONWIDE * DITTO ACKNOWLEDGED DITTO SPECIALIZED SYSTEMS 
FORMS PRINTING SERVICE Ln SUPPLIES LEADERSHIP DUPLICATING EQUIPMENT 


Cuts Your Costs 4 Ways! 


5 There is a DITTO system to simplify and speed every phase of 
production from the requisitioning of materials and parts to the ne 
delivery of finished products to stores. And DITTO systems 3 
engineers, plus DITTO specialized systems duplicating equip- f 
ment, coordinated duplicating paper and supplies, and custom- r 
ized printed forms provide four opportunities to cut your costs 

and assure maximum benefits. With DITTO you can be confident 

that whatever is recommended will meet your precise systems 

duplicating needs. 


Get the full story on DITTO systems savings and the place of DITTO Integrated Data 
Processing in today’s business. Either write us direct or check with your local DITTO 


° 
3 
ee een - 


100 branch or dealer listed under ‘Duplicating Machines” in your classified directory. 2 
DITTO, Incorporated, 6858 N. McCormick Road, Chicago 45, Ill. i 
DITTO of Canada Ltd., Toronto, Ontario £ 

Y. 
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HERE!—A COMPLETE LINE 


for Marginal Punched Forms 


THIN 
POST 
BINDERS 


Stock sizes 
for every need 


DERBY (illustrated)—A favorite where 


sheet changes are infrequent. 

PREAKNESS—New closed-back binder 
for Bursted Continuous Forms . . . with 
transfer bar for speedy filing of new sheets. 
BELMONT—New closed-back binder for 


Unbursted Continuous Forms. Instant 
referral; no need to burst forms. 


Write for Catalog “L’’ and Discount Sched- 
ule on complete line, including thin-prong 
and thin-ring binders. 


THE C. E. SHEPPARD CO. 


44-10 2ist St., Long Island City 1, N. Y. Est. 1900 
ATTACH TO YOUR LETTERHEAD 


finding and filing 
takes _ 
Seconds i 


j 


with BARKLEY TAB GUIDES 


Modern offices use Barkley Tab File 
Guides because they make the job so 
easy. How? Well, each tab is both angled 
and magnified —takes only a glance to 
find the file you want. And Barkley Tabs 
are durable—stand up under constant 
use for years. The next time you make 
up your supply list . be sure to add 
Barkley Tab File Guides . . . at the top. 


At all leading stationers. 


C.L.BARKLEY & CO. 


1220 W. VAN BUREN ST. + CHICAGO 7, ILL. 


Such random access would have to 
be available without interruptions of 
either input or output operations. 

The memory capacity would have 
to be great enough to handle the work 
of all departments if the installation 
were to pay its own way. 

The equipment would have to be 
flexible enough to handle the addition 
of new departments and new lines 
without loss in operating efficiency. 

The equipment would have to be 
capable of programming that would 
allow it to take over much of the 
decision-making now being handled 
by clerical personnel. 

It would have to provide the present 
merchandising reports more quickly 
and more accurately. 

The cost would have to be low 
enough for the unit to be economically 
justified during slack periods, and yet 
the equipment would have to have 
the capacity to carry peak loads at 
busy periods. 

The equipment would have to be 
capable of furnishing a “good audit 
trail” as a by-product of its regular 
processing operations. 

His concern felt after investigation 
that the IBM RAMAC would satisfy 
all these basic requirements except for 
the one stipulating that random access 
must not interrupt input or output. 
No equipment presently on the market 
could offer that, Kirshen said. Then it 
proceeded to a comparison of time and 
efficiency of operations under a poten- 
tial RAMAC system as compared to 
traditional methods. 

“On the basis of statistics gathered 
from the handling of thousands of 
such orders, we determined that the 
manual method of reviewing and 
classifying a customer’s order, finding 
the handwritten records of the items 
ordered, making necessary entries to 
update these records, and prepare a 
shipping authorization now takes 12 
minutes,” he declared. “The total 
processing time under RAMAC rov- 
tines will be 214 minutes. 

“We now feel,” he continued, “that 
we can look forward to the following 
benefits of computer use: 

“1. We are convinced that six of 
our seven basic requirements are prop- 
erly satisfied. The element we do not 
have is the ability to ask for an interim 
read-out on a given item without in- 
terrupting input and output. But 
since the RAMAC interruption lasts 
for only 14 seconds, we feel this will 
not interfere with our operation. 
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“2. To a large degree, we are elim- 
inating the element of human decisions 
made by clerical personnel by pro- 
gramming the decisions in computer 
routines. In the single operation of 
processing a sales order of average size 
to authorize a shipment, the present 
manual basis requires 15 clerical de- 
cisions, of which four will affect our 
costs in filling the order and making 
the shipment. RAMAC will take over 
these decisions and perform them 
on a controlled basis. Thus, in an 
average work-day for six departments, 
we are eliminating from 6,000 to 15, 
000 human decisions, and their inher- 
ent error potential. As a corollary, we 
will eliminate the need for training 
and developing new personnel to per- 
form these decision functions. 

“3. To help our converters and mer- 
chandising management, we can pro- 
vide daily reports for all or selected 
items instead of weekly or bi-weekly 
reports. 

“While in the past statistical order 
information had to be _ laboriously 
gathered to keep abreast of market 
trends and for forecasting of future 
operations, most of this will be avail- 
able either directly from or as a by- 
product of RAMAC. In this connec- 


Bits: 


They OFC AL 


The 4 ft. 3 in. long No. 3-U Office 

Valet above holds 12 coats and hats, 
umbrellas and overshoes in an or- 
derly and efficient manner. a 
space—keep wraps aired, dry and ‘ 
press.”’ Units for every office Sei 
No. S-6 (capacity for 6) for small or 
private offices. Single or double faced 
units that interlock to make racks of 
any length or capacity, Valets that 
mount directly on any wall or give 
closets or cabinets checkroom effi- 
ciency . . . strongly built of welded 
furniture steel in modern baked en- 
amel finishes. 


Write for Bulletin OV -6! 


VOGEL-PETERSON CO. 
1121 W. 37th Street + Chicago 9, Ill. 
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Victor’s new, completely automatic printing calculator with the 


ew Simpla-Key 


ie ee ~S eee en ae 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


= 


a ; A 

Flick Up to Multiply 
Imagine! Now anyone can multiply or divide, add or 
subtract with the Victor Calculator .. . all automati- 
cally. No complicated rules to learn, no mental calcu- 
lations, no special training needed. Just flick the 
Simpla-Key . . . enter your figures on the single key- 
board as you would write them ... and the machine 
does the rest. It’s almost unbelievable! 


VICTO ¥ 
CALCULATORS 


Automatic 
Printing 


APRIL 1957 


‘Center to Add, Subtract 
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~ Flick Down to Divide — 


And, you get a printed tape, showing the figures you 
put in the machine, with a true symbol identifying the 
operation performed. The tape is clear and simple .. . 
easy to check. See this unique Victor Calculator today. 
It’s easy to buy—convenient terms. Look under ‘‘V” 
for Victor in the adding machine section of the Yellow 
Pages, or mail coupon. 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 


Send me complete new brochure on Victor Automatic Calculator. 
Name. 


Find Yo 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. || Nearest Dealer 
Victor-McCaskey, Lid., Galt, Ontario In The 


Yellow Pages 


* 


Company Name. 


. @N S| Victor Adding Machine Co., Dept. OM-457 “7 
Chicago 18, lilinois 


Address 


City Zone 
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REPLACE " 
WORN, BROKEN TABS 


WITH Smith’s 


OPNWINDO 
Steel Guides 


Remove old tabs—slip these mov- 
able, clamp-on guides easily into 
place. 


Available in |"' and 2" widths. Packed 
25, to box with labels in strips for 
easy typing. Also alphabetic labels 
to 200 subdivisions. 


Hundreds of other uses to save time, 
improve filing. See your office supply 
dealer or write direct. 


CHARLES C. SMITH, INC. 


For more than 50 years, a complete line 
of time-saving signals and indexes 


STOP COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 
THE 


COFFIELD 
EVERLASTING 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A vwpist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 
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+ Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

© Photographs for Sharp Prints 

¢ Invaluable as a Visual Training Ald 

¢ All Parts Are Movable and Re-usable 
« Solves Your Chart Problem Forever 


Write for Free Illustrated Folder 
with Price Schedule No. OM-4 


> MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 


tion, current trends of merchandise 
acceptance will be immediately appar- 
ent, and reported in time for correc- 
tive action rather than as a regretful 
statement of history.” 

Walter 
controller, 


W. Scheuplein, assistant 
Tung-Sol Electric, Inc., 
closed the first morning session with 
a discussion of evaluation of the feas- 
ibility of a small scale computer ap- 
plication. 

Computer pays its way 

Tung-Sol, he said, feels it has gained 
an immediate entry, even though in a 
restricted way, into the whole field of 
electronic data processing through rent- 
ing a small computer. Through use 
of such a small-scale computer, his 
company finds it can break even on 
the rental of the equipment if it is 
used only fifty per cent of the time, 
so that a measurable profit can result 
from the remaining fifty per cent of 
the time available. 

Other advantages of the Tung-Sol 
approach, according to the speaker: 

“We have obtained a computer for 
testing and evaluating problems and 
programs in other functions of the 
business at very reasonable cost, and 
have at our fingertips a means of 
evaluating and measuring the equit- 
ableness of considering these programs 
in our overall objectives. 

“We have also at our disposal a 
quicker means of evaluating the po- 
tential of a medium-sized computer 
for our company, and if such a step 
is decided on, a means of expediting 
the preparing, programming, and de- 
bugging for its installation. Thus, 
itll lend itself to assisting better utili- 
zation and hence a quicker recovery 
of the cost of a medium-sized com- 
puter.” 

He suggested the following points 
that should be considered by any com- 
pany considering or planning a com- 
puter program: 

“I, Glean all the information you 
can on the possible application of a 
small-scale computer. 

“2. Survey or appoint a team to 
survey those areas in your company 
where possible utilization is indicated 
and where the cost of a computer 
could be justified. 

“3, Submit the findings of this sur- 
vey to the appropriate level of your 
management with your recommenda- 
tions. 

“4. After obtaining management's 
approval and support, outline what 
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sort of equipment you think will best 
fit your needs. 

“5S. Aippoint a team to survey the 
various types of equipment available 
and submit their suggestions as to the 
specific machine they recommend. 

“6. Consult with the manufacturer 
of the equipment recommended and 
secure his advice and recommenda- 
tions. 

“7. Appoint a team to evaluate the 
feasibility of the specific equipment 
on the applications you have selected. 

“8. Have tests made on the com- 
puter selected of data that are com- 
patible with the operations you require 
and have your team interpret these 
tests and make recommendations. 

“9. If a specific machine is selected, 
develop, test, and debug your pro- 
grams while awaiting delivery, and 
acquaint your organization with the 
program. 

“10. After receiving delivery, run 
parallel tests of data as presently pre- 
pared against data run on the com- 
puter, and check all controls carefully 
before running fully on the com- 
puter.” 

The afternoon session on Monday, 
the opening day of the conference, was 
given over to a closed circuit television 
presentation of computer installations 
in different cities. In each case, an ex- 
ecutive of the company concerned de- 
scribed the particular application, an- 
alyzed the problems involved in in- 
stallation and operation, outlined the 
solutions that were found, and summed 
up the results of the installation. Com- 
panies participating in the television 
presentation were Ford Division, Ford 
Motor Co., Detroit; Consolidated Edi- 
son Co., New York; E. I. duPont de 
Nemours and Co., Inc., Penns Grove, 
N. J.: and Sears Roebuck and Co., 
Chicago. Particular machines pictured, 
and the company executives describing 
them were: IBM 705, for Consolidated 
Edison Co. of New York, discussed by 
John W. Balet, Assistant Controller; 
Rem Rand Univac file computer, for 
Ford, the uses of which were outlined 
by John C. Brown, Production Control 
Manager; IBM Ramac for duPont, 
presented by Charles B. King, Super- 
intendent of the Accounting Division; 
Remington Rand Univac I, for Con- 
solidated Edison, discussed by Fred J. 
Porter, Jr., Commercial Manager; and 
ElectroData Datatron 205, which was 
discussed by Richard S. Burke, Oper- 
ating Assistant to President, Sears 
Roebuck. 
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SIR LAUNCELOT LAUDS A LEADER! 


Here’s fatigue-free Secretarial Seating by Royal—the 
popular Model 1263 Posture Chair for day-long top 
efficiency. 

Extra-large 1614” wide x 151” x 214" thick roll-front, 
foam-rubber seat adjusts to any height from 1614” to 
1914". The hinged, free-floating foam-rubber back is 
4-way adjustable—upward, downward, forward, back- 
ward—to “personalize” this good-looking chair for 
perfect compatibility. 


ee Loyal METAL FURNITURE 


EXECUTIVE OFFICE CAFETERIA 


f CONFERENCE ROOM VERTICAL FILING 


: GENERAL OFFICE — 
ft . 
H : RECORD STORA 
ig — : CABINETS 


"RECEPTION ROOM ee 
; WARDROBES AND 
[2 EMPLOYEE REST AREA SHELVING - 


Laue 8. a EGE: BO SAE Sin ae Oe SO sie: 


Dealers and Showrooms Coast to Coast 


1957 


(seceeeeeee Si 


There's no better way to boost office morale, to speed 
output, sustain skills and alertness . . . and no better 


investment in long-service return than this functional, 


well-built Royal leader. 


Soft-rubber, ball-bearing casters roll silently, protect 
floors from damage. Frame is sturdy steel throughout, 
finished in your color selection of exclusive Royal 
Plastelle enamel. Choice of durable upholsteries rivals 
the rainbow. For any decor, for every office, here’s 
beauty and comfort that pays for itself . . . economy 
that always makes sense. 


A request on your business letterhead 
will bring you complete information promptly. 


\N METAL FURNITURE IT's 


SINCE ‘97 


ROYAL METAL MANUFACTURING COMPANY 


175 No. Michigan Ave., Chicago 1, Illinois, Dept. 6E 
In Canada: Royal Metal Manufacturing Co. Limited, Galt, Ontario 
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NeW AVETY «eu-aanesiwe 
file folder labels 


Why monkey around with old-fashioned 
stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 
Easy to type in sheet form with 
margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are self-adhesive ... with 
nothing to wet or moisten... they 
go on at the touch of a paw... 
neatly, firmly, and swiftly. There’s 
a moral to this tale of the business 
jungle. If obsolete stickers have you 
up a tree, swing to Avery. Identifying 
file folders with the new Avery 
self-adhesive Labels is easy... 
like peeling a banana — in fact 
easier. Try ’em soon. 


available in 10 border colors 
plus plain white... 

248 labels per box —31 sheets 
of 8 labels each. 


Rolls right on file tab without 
peeling or popping. 


These NEW AVERY file 
folder labels are available 


at all stationery dealers. 
Ask for them TODAY! 


x AVERY ADHESIVE LABEL CORP., Dealer Div. !5! | 
‘Se 117 Liberty St., New York 6 + 608 S. Dearborn St., Chicago5 
ae samples 1616 So. California Ave., Monrovia, California l 
ah - Offices in Other Principal Cities 
tg Please send more information and free samples of Avery | 
| self-adhesive file folder labels. | 
ue Discover their / myname _ position | 
; = utility and : : ii Ne ag | 
Pienak 5 AE economy yourself. company tS eee ee 
eo Just send this | 
c coupon for your address aia ee | 
free samples « | 
today. city state | 
= 
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Catalogs, Booklets, Brochures 
for the office 


Sound Conditioning Survey Chart 

The Celotex Corp., 120 S. La Salle St., Chicago 3. Survey 
chart on Acousti-Celotex Sound Conditioning analyzing 
various office noise problems, and booklet, Sound Condi- 
tioning for Office Workers, indicating methods to provide 
“quiet comfort” aids in arresting routine noises. (1) 


Addressing Systems 

Weber Marking Systems, Division of Weber Addressing 
Machine Co., Inc., Mount Prospect, Ill. New 16-page 
illustrated booklet, How to Streamline Your Shipment 
Addressing for Speed and Economy,” describing seven 
modern systems for addressing labels, tags and cartons. (2) 


Inventory Control 

Remington Rand Division, Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. Brochure, Inventory Control 
for Wholesalers, outlining the use of 
proper inventory control to balance 
stocks, reduce costs and increase profits 
for all types of wholesaling opera- 


tions. (3) 
Automation 

Milton Roy Co., 1300 E. Mermaid Lane, Philadelphia 
18. An address, Automation — an Indispensable Tool of 


Man, covering remarks of Robert T. Sheen, president of 
Milton Roy and the Instrument Society of America, at 
a recent meeting before the New York City Rotary Club. 

(4) 


Air-Conditioning 

Remington Corp., Air-Conditioning Division, Auburn, 
N. Y. Four-page folder on the “Incremental System” for 
year-round air-conditioning for multi-room buildings. (5) 


Desks and Cabinets 

Lehigh Furniture Corp., 16 E. 53rd 
St., New York 22. Illustrated brochure 
covering the company’s desk and cab- 
inet line designed by Gerald Luss, in- 
cluding both Modular and Custom 
Line selections. (6) 


Paper Drill Accessories 

The Challenge Machinery Co., Grand Haven, Mich. 
Catalog and selector guide containing information, includ- 
ing prices, on all standard sizes and types of hollow drills, 
drill sharpeners, cornering, slitting and slotting attachments 
for Challenge Drills. (7) 


Scaffolding 

Baker-Roos, Inc., 602 W. McCarty St., Indianapolis 6, 
Ind. Catalog, Baker Scaffolds, on scaffolding for use in 
offices and other areas. (8) 


(To page 94) 


For further information, use Reader Inquiry Card on 
page 98. 
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Business machines go 
on Bassick casters 


...in this “Office-of-the-Year” 
Merit-award-winning Texas bank 


Republic National Bank of Dallas’ new 40-story building 
is the last word in luxury and efficiency. 

On the fourth floor the accounting, bookkeeping, mail and 
transit departments are equipped to handle 290,000 individ- 
ual items of business a day swiftly and efficiently. Part of that 
equipment is the forest of business machines you see above 
on Bassick casters. 

Smooth rolling, easy swivelling Bassick casters belong in 
a merit-award-winning “Office-of-the- Year.” They move qui- 
etly and protect floors and furniture. What about Bassicks 
in your office? 

Ask your office appliance dealer for Bassick casters. THE 
BASSICK COMPANY, Bridgeport 2, Conn. Jn Canada: Belle- 


ville, Ont. 7 


Bassick Rubber-Cushion glides are 
another way to protect office floors 
and furniture. Broad flat hardened 
steel bases slide quietly, easily, never 
pock mark floors. Rubber cushions 
take shock loads. Adapters for 
metal or tubular furniture legs. 


Pit] Bassick 


A 3 A DIVISION OF 
s MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 


sors fon Gnagy 


Prominent American Artist 


“An artist is an eraser’s severest critic. In my work 
I depend on Weldon Roberts Erasers. Their outstanding 
variety and versatility enable me to select exactly the 
size, shape and texture best suited to whatever art 
medium and technique I employ. Self-cleaning Weldon 
Roberts Erasers work smoother and faster than any 
others I have ever used.” 


For Your 
Erasing Requirements 
DRAWING « WRITING e TYPING 
There's a specifically-suited Weldon Roberts Eraser 


—backed by four generations of originality in design, quality 
in manufacture, world leadership. 

Write for our new booklet OM4, which illustrates the entire 
line of Weldon Roberts Erasers in actual sizes and colors. 


ORDER your Weldon Roberts Erasers TODAY! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
World’s Foremost Eraser Specialists 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 93 
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STENO-PEN cove tip 

color of 

ink in pen. 


EACH 


fair traded 
fed. exc. 
tax incl. 


Manufactured by 


Lindy PEN CO., INC. {°5,An22les 16 


UNCONDITIONALLY 
GUARANTEED 


12" Knob Rule 50c 


FAIRGATE 


RULES & DRAWING AIDS OF 
HARD ALUMINUM 


ria tg gg le a ‘so i a 


woe YAmOATE AU 


24" Rule $1.10 


_ Modern, time-saving, double duty. In 
. special sizes for office use. And they 
cost no more. 


THE FAIRGATE RULE CO. 
Cold Spring-On-Hudson, N. Y. 
a 


At your dealer or 
write for catalog. 


12" T-Square $1.00 


SAVE on INCOME TAX 
BEACH Expense Books 


ONLY definite, itemized 


Beachs 


CU —use 


Expense 


Books records of business travel 

sini expense allow you safe 

deduction. In BEACH’S 

they’re kept easily, items 

Weeld d entered as incurred. You 

ocmy an will have uniform, perman- 

Monthly Books, ent records. Thousands of 

Weekly Sheets firms always use BEACH’S. 
a At your stationers; or write 

ly, Conven- 

ient, Complete. BEACH 
ese PUBLISHING CO. 
Size 19829 W. McNichols Rd. 


Detroit 19, Mich. 


WAenonaven BUSINESS CARDS _ 


}500 $I1 © 1000 $15 MANUSCRIPT 


NESS ANNOUNCEMENTS 500 ONLY $28 “LGUAALO 


LIP YOUR LETTERHEAD TO THIS AD... $3 100 
MAIL FOR FREE PROOF ; 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
94 
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Catalogs, Booklets, Brochures 
for the office 
(Continued ) 


Automatic Reproduction Equipment 


The Haloid Co., 2-20 Haloid St., Rochester 3, N. Y. 


Folder covering the company’s new Copyflo Continuous | Car 
Printers and details of their installation requirements. (9) ; C 
an 
Marginal Punched Forms hel 
The Egry Register Co., 429 E. pap 
4 Monument Ave., Dayton 2, Ohio. En 
Sit Six-page bulletin (AD56-8) describ = 
SS easel ing Egry’s marginal punched forms N. 
5 " for use on punched card accounting “ian 
pane machines, typewriters, teletypewriters, ie 
teleprinters, integrated data processing | of 

equipment, electronic computing ma- 
chines, et al. (10) | hi 
Office Furniture, Partitions | M 


Peerless Steel Equipment Co., 6600 Hasbrook Ave., Phila- | th 


delphia 11. New catalog on modular office furniture and on 
removable partitions. (11) | lai 
; m 
isl 
ill 
Modular Lighting | pe 
Lam Workshop, Inc., 404 Main St., 
Wakefield, Mass. Catalog, eight pages A 
in length, covering features of Modu- 
lume, a “three-dimensional” lighting ae 
system developed by the company. fi 
(12) 
Filing Systems and Supplies ; 
The Globe-Wernicke Co., Norwood, Cincinnati 12, Ohio. ( 
Catalog No. SG656 describing the “Safeguard” line of filing 
systems and supplies, and methods to set up a filing system. ; 
(13) 


Ink Supplies 
Higgins Ink Co., Inc., 271 9th St., Brooklyn 15, N. Y. 

Brochure with complete listing of drawing and writing inks, 

sealing wax and art books. (14) 


For further information, use Reader Inquiry Card on 
ill 98. 


SORTKWIK_ . 


FINGERTIP 
PREPARATION List only 50¢ 


TO HANDLE P PAPERS FASTER! 


Made of highest quality cosmetic ingredients. 
Cannot irritate skin. Once your customers 


try it, they'll never be without it. 


Write for FULL information 
LEE PRODUCTS CO. 


2736 Lyndale Ave. So. . Minneapolis 8, Minn.’ 
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Catalogs, Booklets, Brochures 


for the office 
(Continued) 


Carbon Paper 

Old Town Corp., 750 Pacific St, Brooklyn 38, N. Y. 
Sample kit of table of weights and finishes of carbon paper, 
helpful hints to secretaries and samples of Dawn carbon 
paper. (15) 


Erasers 

Weldon Roberts Rubber Co., 363 6th Ave., Newark 7, | 
N. J. Full-color guidebook featuring indexed guide to 
locate eraser types for specific jobs, illustrations of more 
than 100 eraser types, a foreword on contruction principles | 


(16) | 


of erasers, and a page of historical data. 


Incandescent Lighting 

Sylvania Electric Products Inc., 1100 
Main St., Buffalo, N. Y. A 24-page, 
three-color booklet featuring sections 
on the characteristics of incandescent 
lamips, structure, a discussion of fila- 
ments, bulb sizes, glass types and fin- 
ishes, and types of lamp bases, with 
illustrations of major types of incandes- 
cent lamps included. (17) 


Microfilm 
Diebold, Inc., Flofilm Division, Norwalk, Conn. Booklet, 


An Introduction to Microfilm, indicating methods by which | 


(18) 


firms may save money through use of microfilm. 


Office Furniture 


The General Fireproofing Co., Youngstown 1, Ohio. | 
Color catalog describing chairs, desks, tables, files, and | 


(19) 


other office furniture. 


Pneumatic Systems 
Blvd., Fairview, N. J. Catalog describ- 
ing Airmatic’s Tube Systems for use 


in communications networks, and in- 


which have utilized them. 


Chair Controls 

The Bassick Co., Div. of Stewart-Warner Corp., Bridge- | 
port 2, Conn. Catalog No. CC-56 offering specifications and | 
illustrations of controls for a wide variety of office chairs. | 


(21) 


Photocopying 
American Photocopy Equipment Co., 1920 W. Peterson 
Ave., Chicago 26. New 16-page, color booklet explaining 


Airmatic Systems, Inc., 378 Bergen | 


cluding pictures of several industries | 


(20) | 


in detail office photocopying and illustrating a variety of | 


time- and money-saving applications of this equipment for 
large and small offices. 


For further information, use Reader Inquiry Card on 
page 98. 
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(22) — 


NEW FREE 
TIMESAVER 


to help schedule 
Housekeeping Jobs 


—_—=- 


—" 


daily 
rk planning 
seb guide 


for 


efficient 


Get more efficient housekeeping from present man- 
— and equipment with this new work planning 
guide. 
It provides a methodical, orderly system for 
scheduling the daily work of the maintenance crew. 
@ Makes planning the work day simple. 
eGives each worker an “at-a-glance” picture of 
what he is required to do. 
@ Makes supervisor’s follow-up easy. 
e@ Provides convenient record of work accomplished 
—and when. 
Plus suggestions on building maintenance—ideas 
to speed the job and ease the load—tips on caring 
for mechanical equipment—tips on maintenance 
methods for various kinds of floors. 


It’s yours Free... Mail Coupon Today! 


” gieiemadieaiee taataiall i. 
| ADVANCE FLOOR MACHINE CO. | 
| 4!02AD Washington Avenue No., Minneapolis 12, Minn. l 
| (© Yes—we'd like our Work Planning Guide. | 
| (© Also send literature on Advance vacs and floor machines. | 
; Name 
Company 
| Address | 
i MAIL COUPON TODAY FOR FREE WORK PLANNING GUIDE | 


For Floor Cleaning Jobs 4 
you can’t beat this oy 

PERFORMANCE / 

PAIR . 


q 


“ ADVANCE 
ADVANCE 


Speedboy Deluxe 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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“YOURS 


this informative book 


to help you select 


the right paper 


for each of your 


business records 


QANSONs 


PAPER 


. makers of. permanent 
prestige business papers 


eum 
eT ciel 


weuneuen, 


WRITE ON YOUR BUSINESS 
LETTERHEAD FOR BOOKLET 
: PARSONS PAPER peed 


ADVERTISERS’ INDEX 


Acco Products, Inc............... one 
Agency—La Porte & Austin, Inc. 

Acme Visible Records, Inc............... 59 
Agency—E. H. Brown Adv. Agency 

Advance Floo Machine Cc........... cos 


Agency—Vance Pidgeon & Assoc., Inc. 


Aetna Steel Products Corp., Arnot-James- 
Eee Teer 


Vv 57 
Agency—Alfred J. Silberstein, Bert Goldsmith, Inc. 


American Lithofold Corp................ 86 
ham —DatlinaameEeaecinen Adv. 

American a gn & Telegraph Co.... 3 
Agency—N. Ayer & Son, Inc. 


PR: tinea Div., Aetna Steel Prod- 
ow, SRP eres ee ee 
Agency—/ Rifred J. Silberstein, Bert Goldsmith, Inc. 

Avery Adhesive Label Corp............. 92 
Agency—Martin R. Klitter' Co., Inc 


| Barkley & Co., C. L 
Agency—Frank C. Jacobi Adv. 

| ere 225. ae 
Agency— James Thomas Chirurg Co. 


Beach Publishing Co. 94 
Agency—Francis Adv. 

Brownville Paper Co. . 83 
Agency—Flack Adv, Agency, ‘Inc. 

Burroughs Corp. .......... 61 
Agency—C. ampbeil. Ewald Co 

Changepoint, Inc....... ; 84 


Agency—Gidbons Ld. ‘Agency, Inc 


| Columbia Ribbon & Carbon Mfg. Co., Inc. 67 
Agency—E. M. Freystadt Associates, Inc. 


| Cramer Posture Chair Co., Inc....... 16 
Agency—Lawrence S. Covington Adv. 
Cummington Corp...... sin 14 


Agency—Horton, Church & Goff, Inc. 


Dewberry Engraving Co. ies . 94 
Se © eee ere 62 
Agency—Fuller = Smith « & ~ Ross, Inc 


Diebold, Inc. ( “ofilm Div.) ......... 55 
Agency—Ritter, Sanford & Price, Inc. 

| Ie etree eee 87 
Agency—Henri, Hurst & Mc Donald, “Ine. 

Du Pont de Nemours & Co., Inc., E. I. 
Grasselli Chemicals Dept. (Ludox Wax). 22 
Agency—Batten, Barton, Durstine & Osborn, Inc 


Eastman Fodak Co., (Business Photo 
Methods Di-., Verifax)................ 
Agency—J. Walter Thompson Co. 

Eastman Kodak Co., (Recordak Corp.)... 17 
Agency—J. Walter Thompson Co. 


Elbe File & Binder Co., Inc.. 72 
Agency—Nathanson & Smith; { ssociate s, Ine, 
Esleeck Mfg. Co........... 64 
Esterbrook Pen Co., The... . 63 
Agency—Young & Rubicam, Inc. 
Se ee eee 40 


pp Ane Aimbrose & Borrie Adv. 


Faber-Castell Pencil Co., Inc., A.W...... 76 
A gency—J. M. Kesslinger & Assoc. 

Fairgate Rule Co., The....... ie 94 

Felt & Tarrant Mfg. Co..... 77 
Agency—Henri, Hurst & McDonald, Inc. 

Force & Co., Inc., Wm. A......:...... 80 
Agency—Philip I. Ross Co. 

Friden a 5 Machine Co., Inc 6,7 
Agency—J. Walter Thompson Co. 

Gates Acoustinet Co.............. 76 
Agency—Warman, Robins & Gorham, Inc. 

Geyer-McAllister Publications........... 82 


Globe Wernicke Co., " eee 4th Cover 
Agency—Strauchen & McKim Adv. 


MI III oes. 6i5 630s he iegsiew ay 86 
Agency—Diener & Dorskind, Inc. 
PEN INA 6.65 bio ne cacee be ven ces “as 58 
Agency—Hutchins Adv. Co., Inc. 
EE a cS ee Ary eee 10 
Agency—Lam port, Fox, Prell © Dolk, Inc. 
Herring-Hall-Marvin Safe Co............ 75 
Agency—The Rowe & Wyman Co 
DP Rs, Os ons sk or inienc sce cdecces 39 


Agency—Frank C. Jacobi Adv. 


For More Information From Advertisers Use Readers’ Inquiry Coupon 


Industrial Shredder & Cutter Co........- 68 
Agency—Flad-Erwin Adv. 

International Business Machines o- 
Stee ee eee Cr eee 2n 
Agency—Benton & Bowles, Inc. 


Cover 


ee 13 
Agency—J. Walter Thompson Co. 

ei re . 4 
Agency—Park Adv. 

or oe os aWinlia ache 94 


Agency— Mike Gold Adv. 


I TN os isn Wdebeedanvions 
Agency—Givaudan Adv., Inc. 


Management Control Charts Co... . 90 
Agency—Kencliffe, Breslich & Co. 

I 5 icon nscteedeteaewe 84 

McBee Co., The. .... 9 
Agency—C. J. La Roche & Co., Inc. 

eats Mining & Mfg. Co. (Thermo- 


- 


MGS Sieh eh ewe me wae ee eorke «05 WE 6 
Agency—Ruthrauff & Ryan, Inc. 
Moore Business Forms, Inc.............. 71 
Agency——N. W. —_ & Son., Inc. 
Mosler Safe Co., The.............. rd Cover 
Agency—Stockton, West Burkhart, Inc. 
National Business Show............ sa 
Agency—Robert Conahay, Inc. 
National Cash Register Co., The....... 15, 73 
Agency— McCann-Erickson, Inc. 
EN IID. 65 65.0 0 s:0 0 ok veicies:emns . 66 
! Agenrcy—Burnet-Kuhn Adv. Co 
Nekoosa-Edwards Paper Co............ 11 
Agency—The Cramer-Krasselt Co. 
Office Management................... 74, 78 
ee I oe ccs cn anaeeaeeaawes 53 
Agency—M. & M. Isaacs Adv. 
Olivetti Corp. of America.............. 20 
Agency—-Geyer Advertising, Inc. 
ncn a weidisieniwains ate 96 
Agency—Gibney & Barreca Adv. 
Peerless Steel Equipment Co.......... . 60 
Agency—Norman A. Strang Adv. 
Pitney-Bowes, Inc.................... 74 


Agency—L. EF. McGivena & Co., Inc. 


ey a Subsidiary of Eastman 
Kodak 


Agency . Walter Thompson Co. 

Roberts echiees eee 93 
Agency—La Porte & Austin, Inc. 

Royal Metal Mfg. Co................. <a 
Agency—Wnm. Hart Adler, Inc. 

Royal Typewriter Co................. , 81 
Agency—Young & Rubicam, Inc. 

Security Steel Equipment Corp....... . @ 
Agency—Kenyon & Baker Co 

I Pee eee eee rr ee 65 
Agency—J. Walter Thompson Co. 

Siemmant Ce., ©. Ba, TO. «<< 2.00000 88 

Smead Mfg. Co., Inc., The............. — 

es i IN. ooo 5:06 5 credo pews 90 
Agency—Ayres, Swanson & Associates, Inc. 

NS IR, on cdscc av cdscercsdiecs 51 
Agency—Cunningham & Walsh, Inc. 

De Fe Gig, De 6 5c acc ccdecceenss 68 
Agency—-Wm. Savage & Co. 


TelAutograph Cor 
Agency—J. W. Christopher Co., Adv. Agency 
IR avin. c'deas dt ccan Hea Ronn ct 86 


Agency—-Padco Adv. Co. 

Venus Pen & Pencil Corp................ 41 
Agency—Doyle, Dane, Bernbach, Inc. 

Victor Adding Machine Co............... 89 
Agency—John W. Shaw Adv., Inc. 

nS 88 


Agency—Ross Llewellyn Adv. 


Wabash Filing Supplies, Inc........... 18, 19 
Agency—Bonsib Adv. Agency 

CO FS 
Agency Batten, Barton, Durstine & Osborn, Inc 

Weston Co., Byr 
Agency—W* ier SS. Snow & Staff, Inc. 

Yawman & Erbe Mfg. Co................ 79 
Agency—-Charles L. Rumrili & Co., Inc. 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $4.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy 


FOR SALE: Burroughs Series 50 Sensimatic Bookkeeping ma- 
chine. Less than one year’s use. Three Remington Rand 
portable cardex files, 19 trays each. Parish Service Co., 19847 
James Couzens Highway, Detroit 35, Mich. 


TYPE FONT SALE. Free trial. Varietyper fonts perform 
well, yet under $9.00 (would be $30.50 new). Get our list. 
AL 4-3230, Adamm Co., 656 Broadway, N. Y. 


FOR SALE: RONEO MODEL 500 Duplicator, Master Ad- 
dresser Model 40, Pitney-Bowes Folding Machine Model 
FHAF. All in excellent condition. The W. B. Gibson Co., 
200 Chestnut St., Warren, Ohio. 


FOR SALE—SLIGHTLY USED equipment of multimatic 
hand-operated accounting system made by Remington Rand. 
Apply Roscoe Leed, 116 E. Gorgas Land, Phila. 19, Pa. 


WANTED FOR CASH—BOOKKEEPING Machines, Cash 
Registers, Brandt Coin Changes. Advise model and serial num- 
bers for our quotations. L. S. Pearl Co., 140 W. 42nd St., 
New York 36, N. Y. BRyant 9-1459, WlIsconsin 7-1220. 


FOR SALE DUE TO CHANGE in System. Addressograph- 
Multigraph Model 3705 Bill Printing Addressograph Machine. 
Purchased in 1948. Original cost $8100. Used only three years. 
Nearly new condition. Occupying valuable space. Will accept 
reasonable offer. Ohio Power Company, 21 South First Street, 
Newark, Ohio. 


REMINGTON BOOKKEEPING MACHINE MODEL 85, 
Serial Y127601 with six registers. Good operating condition. 
$495.00. Gustafson, 7702 Don Dr., N. E. Albuquerque, N. M. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturer’s trade-in allowance. Write, Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


FOR SALE: MODEL 1955B Addressograph with double 
lister, Model 6381 Graphotype, cabinets and one hundred 
drawers. Excellent condition. Crescent Manufacturing Com- 
pany, 657 Dearborn, Seattle, Washington. 


WANTED—SUNDSTRAND and BURROUGHS Bookkeep- 
ers, also Remington, National machines. Indicate details, mod- 
el, serials. Gibian Business Machines, 128 Lafayette Street, 
New York 13. 


FOR SALE: Burroughs 13-column Bookkeeping Machine. 
Style 21 13 00, for Accounts Receivable posting. Will accept 
best offer. Wells Chair Corp., Box 230, Michigan City, Ind. 


VICTOR VISIBLE POCKETS 8 x 5. New. Large quan- 
tity available. 2%4c each, F.O.B. Los Angeles, in quantities of 
10,000 or more. McMahan Brothers Desk Co., Inc., 2220 So. 
Hoover St., Los Angeles 7, Calif. 


ELLIOTT-FISHER MACHINES, calculating machines, add- 
ing machines—all office equipment, bought and sold. W. J. 
Crowley Company, 906-908 N. Water St., Milwaukee 2, Wis. 
WANTED: Bookkeeping and Billing Machines, Calculators, 
Comptometers, Adding Machines, etc., any style. Quote com- 


See Your Smead DEALER FOR 
OPEN SHELF FILING 


GUIDES and FOLDERS 


of this type of 
ith Smead’s Custom 
rk out an in- 


He can discuss t 
Record Retention. 


Engineerin 
9 telligent answer 
you 


AVAILABLE from STOCK 


ei 


SINGLE OR DOUBLE FACED METAL TABS — 
FIVE SIZES—STRAIGHT OR ANGLE. INSERT- 
ABLE CELLULOID TABS ALSO AVAILABLE. 


HALF HEIGHT GUIDES 


oo 


plete description and best price. AMERICAN BUSINESS | 
MACHINES, Inc., 573 Broadway, New York 12, N. Y. | 


CASH PAID for Elliott Addressers, Varitypers, Multiliths, 
Multigraphs, Hand Printing Presses, Ditto, Mimeograph. Give 
best cash price, details. Dixie Service, King, N. C. 


Business Opportunities 


ELECTRONICS, LEARN HOW to program Business prob- 
lems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Business 
Computers”. Business Electronics Inc., Educational Section, 
420 Market Street, San Francisco 11, California. 


OFFICE SPACE FOR RENT. 6,600 Sq. Ft., $31,350 per 
annum. Air Conditioned, Modern Office installation, parti- 
tioned to suit. Three blocks from Grand Central Station, New 


York. O.M. 262. 
APRIL 1957 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


VARIOUS TYPES AND STYLES OF 
LOCKING HOOKS ARE AVAILABLE. 


THE BEST OUT GUIDE 
FOR OPEN SHELF 
FILING 


Smead’s open 

shelf vertical 

file guides are made of the finest gray 
pressboard. Metal tabs are precision 

designed to eliminate rough and — 

a sharp edges. ee 3 

: ; 

2 

\ 


\ Smead makes 
America’s most 

complete line of file folders 
and index guides. 

O.M. 


HASTINGS, MINNESOTA + LOGAN, OHIO 
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GET MORE 


INFORMATION 
quickly - - easily 


sat On New Products 
a a 
Bot 


m Obtain New Catalogs 
site and Helpful 


i a Literature 


INQUIRY SERVICE 


Subscribers 
to 
OFFICE MANAGEMENT 


This service 1s provided for the con- 
venience of Office Management Exec- 
utives in obtaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK ... FOR PROMPT SERVICE 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


Please forward to the respective companies, our request for 
further information on the items we have circled below. 
There is no obligation to us for this. We understand this is 
a service to us as a subscriber. 


is APRIL 1957 ADVERTISEMENTS 
pars ene (Circle respective page numbers on which ads appear) 
Pa 2nd Cover 39 69 86 GS APRIL 1957 
Rok ord -anteal - ” 7 NEW PRODUCTS ITEMS 
ete esle-enad a a ces CATALOGS AND OTHER AIDS 
& wie, 3 42 72 88 VPC 
SEE: 4 43 73 88 CLB (Cirele respective item numbers) 
6 51 74 PBI 89 
7 33 75 90 CCS 
ia é 8 55 76 AWF 90 MCC A-1 B-1 C-1 1 12 
ie - | 9 37 76 GAC 91 A-2 B-2 C-2 2 «13 
ies 10 58 77 92 A-3 B-3. C-3 3 14 
. il 59 79 93 WRR i 684 te 4 15 
i 12 60 80WAF 93BC A-5 B-5) C-5 5 16 
game 13 61 80NBS 94 BPC A-6 — _B-6 6 
ey 14 62 81 94 LPC AT B7 7 «18 
15 63 83 94 DEC 8 19 
16 64 84 Cl 94 FRC 9 = =20 
17 65 84 MC 94 LPC 10021 
18 66 85 95 1 22 
19 67 86 TSC 96 
20 68 SPC 86 ALC 97 
22 68 ISC 
NE awaited as de masing ybivaaleneadhae wees aaaenabaeuers Se enna ee renee ea April 1957 Issue, 
DE Usundendthnctnahnearha eh wadnannhed Geleninbandeihibneseseorsnessinedses Office Management 
i I oi Oe sis Dates ane aaneeea Peat ahe sda ohn ake eu eeSESEehendevewmosenee This inquiry form good 
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This is the rotary card 
file you hoped they'd 


make... someday! 


ye OR REFILE ONE CARD OR HUNDREDS instantly. Mosler Revo- 
e holds cards without mechanical attachment. No wear on card 
tclerk. Ups efficiency. Gives real finger-tip control. 


ING IS FASTER, REFERENCE IS QUICKER with Mosler Revo-File as 
ards come to clerk” instead of clerk going to cards . . . 68 linear 
ches of filing capacity in a handsome cabinet only 36 inches long. 
vailable in manual and automatic electric selector models. 


* * * * * 


or big volume filing Mosler Roto-File can accommodate 
ore than 80,000 cards . . . has all the exclusive features 


2 CARDS CAN'T DROP OuT. Mosler Revo-File is the only file of its 


USES PRESENT CARDS. With amazing Mosler Revo-Vile, no costly trans- 
position is needed. You save an average of $200 in change-over costs, 
plus big savings in time, space, money over-old-fashioned filing. 


type that doesn’t rely on notched cards that wear out in use. 
The patented, exclusive belt method of holding records in file 
assures complete protection against card “‘fall-out”” or wear. 


Another fine 
product of 

The MOSLER 
SAFE Company 


HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 
If you have 3,000 or more active card records of any type 
or size (including tabulating cards) which are used con- 
tinuously for reference and posting, mail this coupon today! 


_ profil 


Department OM-!99, REVO-FILE DIVISION, 
THE MOSLER SAFE CO., 320 Fifth Ave., New York 1, N.Y. 


Please send me complete information on Mosler Revo-File and how 
to modernize an active card file in minutes. 


a a ee Re 


COMPANY__ 


ADDRESS____ 
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...time to promote them & 
to TECHNIPLAN 


Surveys prove that you work better in 
an office of your own . . . away from 
unnecessary distractions. The same is true of 
your office force, but do you give them the privacy 
they need for top productivity? You can... 
with Techniplan! 


Techniplan is Globe-Wernicke’s answer to the de- output, and lowered clerical costs. Your Globe-Wernicke 
mands of modern businessmen for inexpensive, quickly-_ dealer will be happy to show you how Techniplan can be 
erected semi-private offices. Techniplan’s space-engi- adapted to your office working needs. Call him today * 
neered modular units of sturdy steel can be installed “. or write us direct. 
overnight . . . without alteration of your lighting, air-con- 
ditioning or other existing facilities. Partitions in varying G 
widths and heights, plus a complete line of desk and sical 
auxiliary top components, allow Techniplan to meet your BERETS ARE Re 
space limitations and fill your specific job requirements. 

Why not make business a pleasure for all your em- CINCINNATI 12, OHIO 
ployees? With Techniplan offices, you begin immediately 
to reap the benefits of improved morale, increased work ‘Dealers listed in Yellow Pages under “Office Furniture”. 


Wis 


~ a 
FOR. 7) YEARS, MANUFACTURERS OF THE WORLD’S FINEST BUSINESS EQUIPMENT, SYSTEMS, AND FILING SUPPLIES 
> : 

7 . 


For More Information From Advertisers Use Readers' Inquiry Coupon on Last Page 
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